Electronic Pollbook User Manual

Michigan Department of State
Bureau of Elections

October 2015



Electronic Pollbook User Manual - Table of Contents

The Electronic Pollbook User Manual is structured to be a comprehensive manual that covers the duties of all
election officials using the EPB software. Pages 17-37 are designed to be used by election inspectors in the
precinct while pages 36-38 are designed for receiving boards. The remaining pages are focused on the
preparation of the EPB software and post-election day responsibilities.

Introduction to the EIeCtroniC POIDOOK. ............oiiiii ettt e e st e e s st e e e e snnaeee e e 3
LCT=) 401 Lo IS = (=T o [ EEER 4
Encrypted Flash Drive Setup — Defining the Privacy ZONE ... e 4
LYol Ao T I oY o =Y o - L= L 4 o o PSR 4
Electronic Pollbook Software — DOWNIOA ..........coiuiiiiiiiiiiie ittt s sbee e e s abe e e e e eeee 7
Electronic Pollbook Software — Laptop Installation & Pre Election Day Setup.........ccccvveeeriiieeiiiieee e 11
Yo ATz T [ 1Y 7=V = o] o PR 13
Preparing the Software for EIeCtiON DAY USE ..........oiiiiiiiiiiiiiee ettt e 15
Election Day — EIeCtion INSPECIOI'S GUITE ... ..uuuiiiiiieiiiiiieiie ettt e e e et e e e e e e s s nbbbeeeeaaeaeaans 17
Preparing the EPB for Opening the POIIS ...t a e 17
Election DAy — ProCESSING VOLEIS .......uuiiiiiiieiiiiiiiie ettt ettt ettt e e e e s sttt e e e e e e e s sabbee e et aaeaesaanbbeeeeaeesaaannnbneeeaaeaas 19

[ oot =Tty oo Yo (= £ EP R R 20

F =TT 1o [T = W = 7= 1| (o) SRR 20

VOLErS WIth StAtUS FIAGS ... uuviiiie it e e e r e e e e e e e s st te e e e e e e e e srtraeeeaeessassnaraneeeaeaas 22
Processing @ SPOIled BallOt..........coo it s s e e e e e e a e e e e e aean 23

YT ESTS T T BV 0] (=T P 24

(@1 01T g 1= o T PRSPPI 24

LU ] 1] (= o PR 24

(@1 =T Y o] (T g Y o= SO T PR PRPOTPPPON 25

(O F=1| =T g [oT=To IV o (=] = T PSP PP P UPPPRROPPPPP 25
Recording ADSENTEE BallOTS.......coiiieiiiiiieie ettt e e et e e e e e e e e e b e e e e e e e ennre e 25
COITECHING MISTAKES ... eeiiiieeiiiiitte ettt e oottt e e e e e e e bbb ettt e e e e e s e ababe e et e e e e e s e nbabbeeeeaasaannsbbbeaaaaeeaaanne 26
=T 01T 14 PRSP 27

=T [Tt = Y 2 7= 11 o ) PR 27
UN-iSSUE DEECHIVE BAIIOLS .....ccoiviiee ittt et e e et e e s sbe e e e e bbe e e e eneees 28
Backup ThroughoUt the DAY ........cccicciiiiiiiicc e e e st e e e e e e s s e e e e e e e s snntarae e e e e ennrnneees 29

LI 1T 10 S PP 29
VY (o] T o T 7= £ SRS 29
RESIONNQG the DAADASE ........veiiiiiiiii ettt e e et e e e et e e e ebbe e e e e nb e e e e ennnes 29
Election Day — ClOSE Of POIIS...........iiiiie e et ebb e e e e e bb e e e e e nbe e e e aanees 31

T e E= I = T= Vo] (E | o T O PP PSPPSR OTPPR 31
(=T g [o [ R L] oo ] o KT PO UPRPRT PP 31
BallOt SUMIMATY ...ttt e e oo oo bttt et e e e e e e o bbb bttt e e e e e e s nnbebeeeeaaeaabbbbeeeaaaeeesnnrnbnees 32

S o) B 0] =] £ PUPPPT TP 34

L 0= T4 ST R LT oL o PR 35

TV I o) (=1 o 1153 (0] YRR 36
Receiving Board and POSt EIECHION DAY .......cccuiiiiiiie ittt e e e e st e e e e s s e st ae e e e e e e e e sanrrreeeeaeeaean 38
Printing Reports at the ReCEIVING BOAIU............uuiiiiiiiiiiiiiieiie e ie e e s s e e e e e e e s s e e e e e s ennnnreees 38
[ga] oo T il g le Y401 (= gl =] (] YR 40
Uninstalling and deleting the EPB software and associated fileS ........cccccccviiiiiii e 41
Deleting EPB software from the [APIOP ......ovieiiiiie e 42
Deleting FIash DIVE FlES .......ccoiiiiiiiiiiiiee ettt e st e b e e e e b e e e e nnnes 43
Deleting QVF PC RIS ..ottt ettt e e ettt e e e et e e sbbe e e e e bb e e e ennnes 43
HEIPTUT HINES Lottt ettt oo ettt e e e b et e e e s b b et e e s bbb et e sh b et e e aabb e e e e snbb e et e anbbbeeesnnneeas 44
Frequently ASKEd QUESTIONS ... ...eii ittt ettt ettt e s a bt e e sttt e e s b b et e e s bbbt e et b e e e e snbbeeeeannneeas 45
L1 (o 11=7- 1 PSRRI 46
QUICK REfEIrENCE CRECKIISTS .. e 48
Pre-Election DAy — CIEIK SEIUP ..ottt e e e e e e e e e e e e s e s st e e reeeaeeesesantreeeeeessansnaranneaaeens 48
Election Day — EIeCtion INSPECIOr SEIUP ....eceiiiieiiieiie i e e e st e e s e s e e e e e e s e s e e e e e e s s e snnre e e e e e s snsnnraneeeaees 48

[0 1Y O 0TI oY = | 49



Introduction to the Electronic Pollbook

The Bureau of Elections developed computer software that can be used in the polling place on election day to
process voters and generate precinct reports. The electronic pollbook (EPB) software is a unique download from
the Qualified Voter File (QVF) software or the Elections Management Portal (EMP) web application that can be
loaded on to a laptop prior to each election. Once the EPB software is loaded on the laptop, the software allows
election inspectors to look up a voter’s registration record, confirm their registration is correct, and assign a ballot
to that voter, essentially automating the typical paper process. After the election is complete, the EPB software
will generate reports to complete the official precinct record (paper binder pollbook) and a voter history file that
can be uploaded into the QVF or EMP to update voter history in a matter of minutes.

Key Features

¥ Up to date voter registration and absent voter information in the precincts.
The EPB software takes minutes to download from QVF/EMP and install on the EPB laptop, making it
possible to wait until all voter registration information is entered and all absentee ballots have been
issued before creating the file containing the voter registration list.

¥ The ability to locate the voter’s registration record by swiping their driver’s license with a magnetic card reader.
The EPB laptop comes with a magnetic card reader. The magnetic card reader will read the magnetic
stripe on the back of the voter’s Michigan driver’s license. The EPB software takes the license number
and matches it to the voter’s voter registration record and brings it up on the laptop screen for the
election inspector to review.

¥ The ability to assign and record the voter’s ballot immediately upon registration confirmation.
Once the election inspector reviews the voter’s voter registration record in the EPB software, the election
inspector types the voter's ballot number in and clicks a couple of buttons to assign a ballot to the voter.
Ultimately, once the voter reaches the EPB laptop, the entire process takes only a few moments before
the voter is verified, has a ballot and is directed to a voting booth.

¥ The ability to look up voters registered within the jurisdiction but not in the assigned precinct.
If a match is not found for the voter, the EPB software can show the election inspector if the voter is
registered in a different precinct, eliminating the need to call the local Clerk and sending the voter to the
proper precinct quickly and efficiently.

¥ Accurate printable reports, including a ballot summary that calculates for the election inspector.
The EPB software keeps track of the List of Voters, including crossing out spoiled ballot numbers and
labeling them as spoiled ballots. In addition, the Ballot Summary is designed to complete the math for
the election inspector after they type in the numbers the EPB software cannot track.

¥ Quick and accurate voter history entry.
Coming full circle, after the election is over the EPB software saves a voter history file that is taken back
to the QVF/EMP software. With a few clicks of the mouse, voter history for a precinct is uploaded in
minutes. The entire EPB software process takes information from the QVF/EMP software and then puts
it back into the QVF/EMP software.

Important Considerations

When reviewing this comprehensive EPB manual, it's important to pay close attention to the setup of the
encrypted flash drive and how the Privacy Zone works. The encrypted flash drive and Privacy Zone are key to
maintaining a secure system. Passwords should never be kept with flash drives. The encrypted flash drive is
used to transfer files back and forth between the QVF or EMP computer and the EPB laptop. Those files must
be saved in the Privacy Zone to keep voter data secure. The Privacy Zone is password protected by a password
chosen by the jurisdiction.

In addition to the security features of the encrypted flash drive and Privacy Zone, it is also important to
understand when to delete files. All EPB files should be deleted seven days after the final canvas. This keeps
voter data secure and prevents the wrong files from being used in future elections. Most importantly, practice!
Walking through the manual well before every election will ensure you understand all of the features of the EPB
software and will prepare you for successful implementation come election day. Just remember it is important to
delete all practice files too!



Getting Started

The Bureau of Elections Electronic Pollbook (EPB) program provides each precinct with a laptop computer, an
encrypted flash drive, a mouse, a magnetic card reader, and a case. The encrypted flash drive requires an initial
setup prior to its first use. In addition, antivirus software and printer driver software (if applicable) need to be
installed and updated well in advance of the first election. Take time to perform these steps prior to installing
EPB software.

Laptop — Election Day Preparation

These items should be reviewed well before election day. Most are one time installations but can be time
consuming. Please ensure you have completed the tasks prior to installing the EPB software. Do not network
the laptop at any time.

1. ((K})Wireless internet access — The laptop may be connected to the internet up until the antivirus
software has been updated for election day. To access the wireless network on the laptop, locate the
button with the wireless icon on the keyboard. Make sure the button is blue. If it is orange, the wireless
connectivity is disabled. The wireless connectivity must be off (or orange) on election day.

2. Antivirus software - Load antivirus software (any commercially available antivirus product is
acceptable) on each EPB laptop and update regularly. The antivirus software must be run at least once
within a week of an election on the laptop and flash drive. However, the closer it is run to election day,
the better. Keep in mind, antivirus software is updated frequently. If the laptop has been in storage for a
long time, it may be quicker to uninstall the antivirus and reinstall versus loading updates.

3. Printer driver software - If reports will be printed from the EPB laptop, select any standard printer and
install its printer driver software on the laptop prior to election day. Some laptops do not have CD drives
so the software will have to be installed through the wireless internet connection or by saving the
software to a flash drive. The printer will come with instructions on how to install printer driver software.
Print a test document from the laptop to ensure the software was installed properly.

4. Windows updates — The Windows 7 software is also updated on a regular basis. Budget time to run
the update downloads prior to election day. To find updates, click on the Windows Start button, click All
Programs, click Windows Update, and click Check for Updates.

5. Batteries - Laptops should be fully charged prior to use on election day.

Encrypted Flash Drive Setup — Defining the Privacy Zone

The Privacy Zone needs to be setup when the encrypted flash drive comes out of the package. It will remain
setup after following the steps below. This process does not need to be completed for every election. If this
process has already been completed, skip to page 6.

3 ) j /.7 Search Folders Elv
Encrypted Flash Drive | Address [ =2\ | B} o

MName Size  Type Date Modified
Filc and Folder Tasks £ Tproyuckisude.pdf 3,956K5  Adobs Acrob... 4/15/2010 3:08 FM
59 Hake o new Folder Wl v-safe100.2xe L6B3KE Application  3/15/2010 5:23 M

€N rublish this folder to the
\eb

1. Using the QVF/EMP computer, insert the
encrypted flash drive into a USB port. After a
short delay, the screen to the right will pop-up. Other Places &

i My Computer
53 My Documents
N My Network Places

Fooe 30 r e £l A,
L2 share this folder

2. Save or print a copy of the ProQuickGuide.pdf
for future use. A copy can be found at
www.michigan.gov/elections as well. Never Details “
delete the VSafe100.exe file from the flash

drive. 2 objects 5.51MB My Computer
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3. Opening the V-Safel00 Encryption Software
1. Double Click V-Safel100.exe
2. Select “Don’t show this message next time” on the Language Selector box
3. Click OK
4. Click OK to move on to Privacy Zone setup

Welcome to V-Safe 100. Currently you have
1 ne Prvacy Zone. To create it, you will need I'.l

‘1 l to provide a password and to define the @

. Privacy Zone size. Click 'OK to contitme. Vprbatim
Welcome to V-Safe 100!
Please select language below and click 'O

|Engtish U5)

Drag slide
down

4. Setting the Privacy Zone

Creating a Privacy Zone secures all data on
the flash drive. The Privacy Zone makes the
flash drive only accessible to those that
know the password. Keep the password in a
safe place and ensure it is a strong
password. A strong password contains a
combination of at least eight upper and

lower case characters with at least one
number or symbol.

To set the size of your secured Privacy Zone, please
enter a password, select the size you need usiag the
slider on te right, and click "OK.

Password: otcctccctut;
Cmﬁ:ml‘assw.‘*cnunutt

btor: 'n’ Go Size: 3820MB

Hrivacy Zone Size: 4MB

New Size: 3812MB

To set the Privacy Zone:

Furmmbiing the dish will erase all dala
on the Store 'n’ Go. To format the
disk, click "OK'. Toquit, click

1. Enter a strong password

2. Re-enter the password

3. Pull the slide down to maximum
privacy zone

4. Click OK

5. Click OK

6. Click OK

Important note: passwords will be case sensitive.



5. Ensuring the Privacy Zone has been set —look for the word privacy versus public

Every time the flash drive is unplugged from a computer, the flash drive will be logged out of the Privacy Zone for
security reasons. When the flash drive is plugged back into a USB port, you will have to login again to access
the files. This ensures the security of voter information stored on the flash drive. If V-Safel00.exe is listed,

simply double click on that file and login with the strong password.

> ¥ /.. ) Search ill Folders | EHE

IMame Size | Type

;!‘Logout *\«'acv Zone 2KB Shortcut

\eup

Folders x

@3 Desktop
# [ My Documents

< (C:) Local Disk
| b (D:) DVD-RAM Drive

# = (E:) PrivacyZone l———

® [OF Control Panel
= "j My Network Places
# Recyde Bin

I
—

Folders El -

? / ) Search |

Address (S E:\

8 4]

File and Folder Tasks
Date Modified

12/15/2011 8:40 AM

Name

j Make a new folder
&) Publsh this folder

e Wel

E? share this folder I

Other Places =

i§ My Computer
5} My Documents
\3 My Network Places

Details

(E:) PublicZone
Removable Disk

E File System: FAT

1 objects 1.01KB

-_J My Computer

&3 l""vaQmD.gxe 1,688K8  Application

»
"

g8
Date Modified
3/16/2010 5:28 PM

Size | Type

1objects

51 V-Safed 00 login

6. Changing Settings

The V-Safe 100 Program offers the ability
to reformat the drive (delete all files),
reset the privacy area, change the
password, and add shortcut and
confirmation options in the settings.
Selecting “Create Shortcut on Desktop”
will create an icon on your PC and laptop
desktop. The shortcut can be helpful to
election inspectors having difficulty
finding the drive on election day.

[™ Create Shortcut in Quick Launch bar
[ Create Shortcut on Desktop

[¥No login confirmation

[¥No logout confirmation

T
~

|English (US)
Welcome to V-Safe 100!

Description:

e

G: W Verbatim |

1.64MB

} My Computer

Store'n’ Go Size:  3820MB

Privacy Zone Size:  3812MB
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Electronic Pollbook Software — QVF/EMP Download

Because AV ballot information is entered into QVF or the EMP, it is recommended that downloading of the EPB
software occur after the 4 p.m. AV ballot issuance deadline on the Monday before the election. If this is not
possible, a supplemental list of absent voter ballots issued after the EPB download must be supplied to the
precinct(s). This will require election inspectors to check that list for each voter. There is not a way to add absent
voter information electronically after the EPB download. Practicing the following steps prior to election day is

recommended.

Reviewing QVF Options

Prior to download, ensure Global Geography settings have been previously set in QVF (either by your County
Clerk or yourself (see Chapter 3 of the QVF Manual)), especially if using combined precincts, temporary

precincts, or split precincts with more than one ballot style. To ensure the names of ballot styles setup in Global
Geography are listed in the EPB software, set Options in QVF to show ballot style aliases.

To set ballot style aliases, login
to QVF and:

1. Click File

2. Click Options

3. Select “Print ballot style
aliases rather than ballot
style names” by clicking
the box

4. Click OK

| Michigan Qualified Voter File
ile  View Reports SysAdmin Elections Data Mzint. Window Help

Voter Search by Voter ID Cirl+5
Voter Search by Name Crl+N
Recent Records Viewed k
Voter Registration F2
QVF Inbox F3
Elections F4
Voting History F&
Equiprment Tnvenlury 7

AV Scan F&
Petitinns (nhsalete)
Petitions Search

FEF ox

[T Default rzgistration date to the last registration date issued

Petitions Consclidator

Electronic Pol Book

Masz AV Applications
GEMS Export [+ Automatically save'restore cerd and nofice print settings
Unity Export ™ Coordinate ballot numbering from different screens
o t}Pf ¥ Print clerk name on cards/notices
ions
E Print clerk title on A\ A
Print Setup r il D=
[~ Frint atenatye Masteccard tocn
Exit

[v Display/print baliot style aliases rather than baliot style names:

Display elecfions held on orafter  [01/01/2000

Nexignated zingle-lahe printer I(NONF)

Default Label Size: I Small - 3 across j
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Downloading the EPB Software

Logging in to the Privacy Zone and creating a folder
Every time the flash drive is unplugged from a computer, the flash drive will be logged out of the Privacy Zone for
security reasons. The Privacy Zone of the encrypted flash drive must be open during this process.

> Ee
. . 2 - a
To login to the Privacy — . : aa@‘
. : File Edit View Favorites Tools Help :, 4
Zone, insert the encrypted _ __ N
flash drive into a USB port Ot - @ | Pseadh [ roders | [
and: | ¢ Address | E:\ . .: Go
& Name Size | Type Date Modifi
1.Double click V- File and Folder Tasks (& Application
Safel00.exe ] Mok amiew tolder V-Safell0.exe  1,688KB Applicaton  3/16/2010 5
&) Publich this folder to
the Web
[ed Share this folder ';‘\ V. Safe: J‘J‘Jl_trgffl m
2.Enter strong password -
Other Places & & Password: C‘j
- g MV Computer _et%tet%tett‘t ﬂ“:;g“-r(“n
3. CI|Ck OK G My Documents
\3 My Network Places
o . EB EIE)
4. nght.CIICk anyWhere n Detat . File Edit View Favorites Tools Help i
the window and select (E:) Publiczd] : = T
NEW Removable Diff : \_/ Back _) .E /_ ) Search ‘ILT_\' Folders '
' | File System: B§ = =
ilobjeds | : Address | E:\ i k&d o
Folders x Name Size  Type Date Modifiec
5.Click Folder {2} Desktop [ shortcut
%1' :: EZ:DTJ:F g‘Logout Privacy Zone 2KB Shortcut 2j21f2012 4.,
) ) % (C:]) Local Disk View b
6.Name the folder by typing in the box <2 (D:) DVD-RAM Drive perange 1cons By ,
and hitting Enter. Using the date of ; Eyprsesiene Refesh
the election for the folder name will €3 My Network Places
identify the files if there is ever a # Recyde l V]
. . [ I [
question in the future. < B o UndoDelete  Cil+Z
1 objects
Properties @ Short:
7.Click on the red X to close the window
L) ﬂ@i
) ) © File Edit View Favorites Tools Help -:f
Alternate Method for Multi-Precinct Qe ] - )
Jurisdictions bt O F| P ‘T i 1
: Address |% E:\ D Go
Save time! Open the Privacy Zone Falders X Name Size | Type Date Modifiet
following Steps 1-3 above and then (G# Desktop [ File Folder
create the [ElectionDate] folder on the E' o FleFoder  2/21/20124..
desktop by: < (C:) Local Disk chortaut
i (D:) DVD-RAM Drive
. . =) == (E:) Pri Z i ]
1. R|ght CI|Ck anywhere on the o El!:;:[)::: g‘LogoutPrlvacy Zone 2KB Shortcut 2/21f2012 4,
deSktOp [} Control Panel
2 Click New &3 My Network Places [l
3. CI k F Id QIT" B (=] i 1l B
' Ic olaer i 1 objects selected 4 My Computer
4. Name the folder — Using the
date of the election for the
folder name will identify the
files if there is ever a question
in the future. 8
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Create EPB software
The QVF software and the Elections Management Portal (EMP) web application can create the EPB
software, essentially taking the voter registration data in QVF and putting it in an easy to use format for
election inspectors to use on a laptop. Both methods of download are laid out below. Follow the instructions
for the application (QVF/QVF Lite or EMP) your jurisdiction has access to below. EMP Users: Skip to page
11 now.

To create the EPB software in QVF/QVF Lite, login to QVF and:

Click File

Click Electronic Poll Book

Choose the Election by clicking on the v button and selecting from the list

Select Poll Book under Export Type

Enter a Strong Password — A strong password contains at least eight upper and lower case
characters with at least one number.

agrwONE

Voter Registration B phichizamOnalified Voterd sl o (Hecirom el necii il Gt/ Aol REo0K]) |
QVF Inbox m File View Reports SysAdmin Elections DataMaint. Viindow Help
Elections Electronic Pracinct List/ Poll Book |
Equipment Inventory
Petitions (obsolete) [ cose| -
Petitions Search
Datifinas Crnsolicatnr Export Vioter Data | import Voting History |
e Elerironic Pell Beok
el k ot
. Region
Uity Export >
[urisDIcTION] ~| |Paw Paw TownsHP E3000) |

Options
Print Setup

Election:  |02/28/2012 - PRESIDENTIAL FRIMARY - PAW PAW TOWNSHIP b

02/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHP )

08/02/2011 - AUGUST CONSOLIDATED - PAW PAVW TOWNSHIP
WARD pf05/03/2011 - MAY CONSOLIDATED - DECATUR TOW/NSHIP
05/03/2011 - MAY CONSOLIDATED - PAW PAW TOWNSHIP

:

Import Veoting History }

11/02/2010 - STATE GENERAL - PAW F £55004 Vioter Data
08/03/2010 - STATE PRIMARY - PAWY F

Precinct

00001 | 3204/2010 - MAY CONSOLIDATED -,
00002 |11,03/2009 - NOVEMBER CONSOLIDAT
00003 Region
Al |puRIsDICTION) ~| [Paw paw TownSHR E3000) |
None
Election: |02/28/2012 - PRESIDENTIAL PRIMARY - PAVY PAW TOWNSHIP |
3 Selected ERTENES
|waro PRECHCT [~ {" PrecinctList (& Poll Book o
Precin ct [ Juris
00001 I Encryption Password
00002
00003 Select |Strung Password|
Al
None Export |
3 Selected

Alternate Method for Jurisdictions conducting “Mixed” Elections

If you are conducting an election where you are aquiring voters from another jurisdiction, you must contact the QVF
Help Desk to create a special region. Once setup, you'll have to add one more step to your EPB download. Between
steps 2 and 3 above, you'll need to change your Region to “Mixed.” See a. below:

Impart Voting Hiztory i

—Reglon % |
| |imceusy | =] |

Election: ]ﬂ&l'USfZEH 3- AUGUST CONSOLIDATED - LAWRENCE TCWNSHIP __"!
rExport Type
| |coNRINED PRFCINET Ea | e s gt |

9




6. Select the precinct type. Combined Precinct is the default, change to the appropriate selection if
not using combined precincts. Note: combined precincts must be setup in the QVF Global
Geography module (see Chapter 3 of the QVF Manual), prior to this download.

7. Click Export

8. Click the + sign next to My Computer and the + sign next to the PrivacyZone on the list and click

on the [ElectionDate] folder created on page 8

9. Click OK — Your export will begin and may take anywhere from one to twenty minutes depending

on the size of your jurisdiction.
10. Click OK

Export Vieter Data l Import Voting History |

Region
|JURISDICTION] x| |PaW PAW TOWNSHIR (63000) |
Election: |E|2.?2&-'2IJ12 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP ﬂ

VWARD PRECINCT

9' Export Type
hd * Precinct List

(+" Poll Baok

WWARD PRECINCT
WILLAGE PRECINCT
SCHOOL PRECMCT Encryption Passward:

I

00002 5 Select |strong Password
All
None | Export m

3 Selected

Select a folder

@ Desktop
o 5
+ My Documents
& v MTGhTEan ﬂ
= j My Computer SRR e
+ S (C:) Local Disk Export Comglete

# 2L (D:) DYD-RAM Drive
== (E:) PrivacyZone
) ElectionDate
+ W My Network Places
<] i

e ok || cancel |

Alternate Method for Multi-Precinct Jurisdictions

Browse for the [ElectionDate] folder saved on the desktop for step 8 above. After step 10 is completed, move
the [ElectionDate] folder to the encrypted flash drive:

ook whE

Right click on the [ElectionDate] folder saved to the desktop

Click Copy

Go to the Privacy Zone window (which should be open, if not follow steps 1-3 on page 6)

Right click and click on Paste
Click on the red X to close the window

Repeat these steps for each encrypted flash drive. Be sure to login to the Privacy Zone of each one.

Be sure to delete the [ElectionDate] folder and empty the Recycle Bin after copying is complete. See page 35 —
QVF PC for full instruction.



QVF Users: Skip to page 13 now.

To create the EPB software in EMP, login to EMP and:

1. Click E-Pollbook

2. Select the Region Type & Name (your jurisdiction information is defaulted; the region type should
be changed if you are conducting an election for a district that crosses over to another jurisdiction,
e.g. school or library district)

Choose the Election Date

Select the Precinct Type. — - e =
be selected if using il ot T Elections Management Portal
combined precincts. Note:

combined precincts must

P w

S ——

kloune, VANDERROESTV | C

b t by the C Vi | Expart Data for Electronic Pall Baok Impert Voting History from Electronic Foll Book
e setup by the County In
the QVF Global Geography — SeEvziessy Request an E-Pollbook
module (see Chapter 3 of E"“ﬂ':'“[’“"" Region Type [JURISDIGTION
. xchange =
the QVF Manual), prior to Raginn Name [MAPLE GROVE TOWNSHIP (50360) p

this download.
5. Enter a Strong Password — |

A strong password

contains at least eight

Election Date: [11/052013 A&}
Precinc Typs

Encrypticn Password: |3tr0nngd2[]l3 a |

upper and lower case @
characters with at least Download Availablz E-Pollbooks
one number or symbol )
. There are no E-Pollbooks available.
6. Click Export

Once Export has been selected, the EMP sends a message to QVF to create your jurisdiction’s EPB file. This
process could be as quick as a minute or up to an hour depending on how many requests are being processed
at the same time. Occasionally refresh the screen or click back and forth between the export and import tabs.

Once the download is available:
| Export Data for Electronic Poll Book Import Voting History from Electronic Poll Book
T — 1. Select the Election Date
2. Click Download
Region Type: [JURISDICTION = 3. Click the arrow next to Save
Region Name: [MAPLE GROVE TOWNSHIP (50960) v| 4. Select Save as
Election Date:
Precinct Type: [WARD PRECINCT v]
Encryption Password: |QVFSecureDB ‘
Download Available E-Pollbooks
% Download
Election D Flection Description Region Name Creation Date Request Status
11/5/2013 WVEMBER CONSOLIDATED MAPLE GROVE TOWNSHIP 06/25/2013  Complete
Do you want to run or save NOVEMBER_CONSOLIDATED_MAPLE_GROVE_TOWNSHIP. zip (8.6 MB) from staging.sos.state.mi.us? Qr
Run Save |¥|| Cancel

Save
I Save as

Save and run
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—
——

S S A——
o * Computer » PrivacyZone(D:) »

[
|

Search PrivagyZone (D:)

Organize Mew folder = = @
[ Documents  *  Name - Date modified Tyoe
J’ N_h‘Si( 0] . ElectonDaze L8472013 229 PM File folder
5. Make sure the g:d Bl Logout Priv = |
Privacy Zone is i (4 sves » Al e vBh A PN . Juu
selected o Feresiop m-| T e ~ [ 4 ||| Searct FiectionDare ol
1% Computer 1 Organize v Mew foldzr = @
iy Lozal Disk (C) = Documents  *  NMame : Date modified Type

&' Music
&= Pictures
B videos

| 4 NOVEMBER_CONSOLIDATED_MAPLE_GR... 4/17/20152:25AM  Compressed (zipp...

@ Homegroup

% Computer
£ Local Disk {C3)

6. Double click the O~ oz
R s HP_RECOVERY (E
[ElectionDate] a HPTOOS () | ——
folder
[ZLEL RN OVEMBER_CO
Save as type:
[~ Hide Folders
7. Click Save .

The EPB Software has now been saved
may be taken to the EPB laptop for
installation.

and

aw PrvacyZone (D:)
(== HP_RECOVERN (E
s HP_TOCLS (F]

- 4 1l

File nsme: NOVEMBER_COMSOLICATED_MAP _E_GROVE_TOWMNSHIP

Szve as iype: |Applization

(4 Hide Folders

Note: If you receive the error message below, simply click on the x in the upper right hand corner of the box.
This is a standard security screen. Your download is complete at this point.

Learn more

If you attempt to submit a duplicate request for the same
election, the message to the right will be displayed. If you wish
to override the first file you requested, simply click Download.
If you requested a new download mistakenly, simply click

Done.

The publisher of STATE_PRIMARY_BOHEMIA_TOWNSHIP.exe couldn't be verified.

‘ Run H View downloads

Pending E-Pollbook

There is currently an E-Pollbook
pending creation identical to the one
you are attempting to downloading.

Do you wish to continue to
download this E-Pollbook?

| \Download| | "Done

-
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Electronic Pollbook Software — Laptop Installation & Pre Election
Day Setup

Now that the EPB software has been loaded on the encrypted flash drive, it's ready for installation on the laptop
that will be used in the precinct.

Software Installation
Turn the laptop on. Once the laptop has booted up, insert the encrypted flash drive into a USB port.

Login to the encrypted flash drive’s Privacy Zone.

The encrypted flash drive is a vital component of the EPB software program. The encrypted flash drive is a
password protected file storage device. It keeps voter data protected, the backup file stored, and saves all of the
work done on election day for the Clerk to use to update voter history and create precinct reports. When saving
files, make sure the Privacy Zone is open and those files are being saved to the encrypted flash drive.

= AutoPlay lil_léj
PublicZone (F:)
- e\
General options '\:_j'\_:_)' |- ¢ Compu... ¢ PublicZone (F:) - | +4 | | Search PublicZone (F:) o
e Open fqlde_r to \jieuxl' files — —
using Windows Explorer Organize ¥ Share with = Burn Mew folder = O @
View more AutoPlay optiens in l - Foonnic e . Mame iy Date modified Type Size
h B Desktop eﬂ V-Safel00 3/16/20106:28 PM  Application 1,688 KB
4. Downloads
To log into the Privacy Zone, 5] Recent Places
insert the encrypted flash ® : S
drive into a US)llapport and: A Libraries Y o100 Loy
%] Decuments 5
1.  The AutoPlay window will o) Music i (m)
pop up after the flash 5] Pictures 3 et
drive has been inserted B videos
into the USB port.
Double click on Open /% Computer (1
folder to view files. & local Disk(C) L J
2. Double click on V- —a RECOVERY (D:)
Safel00. o= PublicZone (F:) _
3. Enter your password. 8] < i :
4, Click OK. i 1 item
g

NOTE: If the wrong password is entered more than five times in a row, the data will be wiped.



Run the setup file.
Once logged into the PrivacyZone, the

- RECOVERY (D)

— | Dcurments.
mm PrrvacyZone (F) 8 Sesmy - Do Pl Bk

Yoaw cordogratn
Hern 1 prw il ety ptwn il B
| Tk il o Corirue el P el bl

Tradtorl raslaaon

[ cortegriir o walal 9 B

WIARNNG Thees of
Trured delntene
Ty M

S m B begr relaing Becton Pol Bock on v copde

e Q) o

next step is to install the EPB software

= g'ﬁ
— = | on the EPB laptop.
L Com_ » PriacyZone (.. » - | 4y 2 all
aion e Shsausli v M B o bl faided . v Fi.® To install the EPB software:
:iﬁ:ﬁh P TR : 1. Double click on [ElectionDate]
i Recont Plsces 0, R i folder to open.
B togeut Pincy Zom ol 2. Double click on setup to run the
4 Libsanes o 5 msisel | setup file. EMP Users: Click on
¥ Documests @ R = | Er—— o the f|]e listed with the month of the
@ Huske election, ex
H sy i B i e e =~ I @ | “MAY_CONSOLIDATED...” shown
e 8 Dowmleads ; Dwe modived = in image a below first and then
8 Computer S Eeckntiaces D et o esen s | PErform this step (if a window
EL Local Diec {C) i ey-;g:up R0 116 aM  Apedsel to purchase Wan|p
= LRranes = - — _—

- . pops up, see the
- ——
Helpful Hint on page

i 44
|

i

Carcel

o

3.
[ 4
Completing the El=ctronic Poll | 5.
Book Setup Wizarnd 6
I .
St hae Trewed ralabng Deciromsc Pol Book oy
cormouled Tres Boapda 5wt mny Db Lawamaud by Sebecteg mo
e |
i Firuai 10wt St [
7.
8.

Click on Next (the default
Traditional installation should
always be used)

Click on Next

Click on Next

Click on Install. If a warning screen
pops up and requests you to
confirm installation, it is ok to
proceed and click yes.

Click on Finish — This will place the
Electronic Poll Book icon on your
desktop

Close the Privacy Zone window
(seen in this example at step 2) by
clicking the red “X.”

~

MName Date modified

1) MAY_COMSOLIDATED_POINTE_AUX_BA...  4/17/2015 325 AM

0 Additlonal stap If downloadaed from EMP:

Type

Compressed (zipp...

Size

1.587 KB
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Preparing the Software for Election Day Use

A few brief steps can be performed in the EPB software prior to election day to assist election inspectors and
minimize their tasks.

Select the precinct the laptop will represent.
If there are multiple precincts within your jurisdiction, the precinct the laptop will be used in needs to be selected
in the EPB software.

To select the Precinct:

1. Double click the Lo
Electronic Poll Book '
icon on the desktop Please he encryption password selected when
1 this sof was setup
2. Enter the Encryption Encryption Passwor Enter

Password and click

Enter.
Please enter a usermame and password to login:
3. Enter the User Name 2 User Name: DMIN
and User Password User Password: | Enter |
(ADMIN) and click _— T X :
Enter. Note: This application shuts down automatically after four unsufl oo ot 1ner Precinctls) | s . —— — —tzm)

Please select new Inner Precinct(s):

Shutdown

Note: Password is all
caps.

4. Select the Inner Precinct the laptop will represent from the
list.

5. If AV’s are processed in the precinct, check the Allow the

recording of absentee ballots box. [Fle] it Reports Sys Admin _Hel
Un-issued Defective Ballots F3

Allow the recording of absentee ballots. 1 selected

X Cancel
6. Click OK Remarks F4
Save History
Backup
Restore
Manage Options Optionsl% R
Print Setu Electionic Poll Book Options

To manage options, select File and then Cogotd
Options from the EPB menu. The most e Designated single-label printer:
commonly used options are set as defaults. 1

Label Size: [Dymo Standard (30252) 1.125h x 3.5w  ~|
a. Auto Advance — This option tells the software to
auto fill the ballot number box with the next ballot

|
[~ Print a label each time a voter is marked voted.

_number. Changing this to no, will require election - Qes, sing ballot syies <]
inspectors to enter the ballot number with each _
transaction. Lockout: y Ballot Style -

b. Lockout — This option is used to prevent the Allow the recording of absentee ballots.

issuance of a single ballot number for each ballot style Confirm issued and recorded ballots
multiple voters.

. . -. K, Cancel . .
c. Allow the recording of absentee ballots — Check thig mﬁo—ﬂh‘lpwmq will be processed. in the
precinct(s) on Election Day.

d. Confirm issued and recorded ballots — Check this box to have a confirmation screen pop up after issuing
each ballot.
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User Setup

User setup in the EPB is an important security step. The main EPB user or precinct chairperson should be setup
as an Admin User. All other election inspectors that will use the EPB should be setup as Active users. Setting
up a unique username and password for each EPB user will allow tracking of use on election day. The default
username (ADMIN) should not be used by election inspectors. Note: passwords are case sensitive.

To add a user:

Admin | Help 1. Click Sys Admin
Change My Password 2. Click User Administration
UserAdministrﬁon 3. Cl|ck New
Chr e . w23 4. Enter a User Name (must be at Ie.ast 5
characters long and cannot contain any spaces
Use this screen to add a user, delete a user, edita  [I* Close | —no longer has to be all caps) and a strong
user, and reset a user's password. password.
5. Select user type
6. Click OK, Repeat Steps 3-6 until all users are
, setup
| 7. Click Close
_ -~
Add/Edit User | — [
User Name: g JOHNSMITH
New ' B Delete | Password:  |StrongPwd2012)
— — I~ Admin User
User Administration ww
l X Cancel |
Use this screento add a user, delete a user, edita a&* Close |
user, and reset a user's password.
username |Admin|Active|userid | i
| |ADMIN True True
[ JOHNSMITH _ |
il
User Administration ﬂ-‘ E DEIEIE | @’Edﬂ |
Use this screen to add a user, delete a user, edita [+ Close
user, and reset a user's password .
username |Admin|Active |userid | -
ADMIN True True . . .
_ | Editing or deleting a user: users may be deleted or edited

| by highlighting the name and clicking either Delete or Edit.
The User Name, Password and user type can all be changed
in the User Administration Edit screen. If deleting, a

|| confirmation screen will pop up to confirm the deletion.

= Delete

——————

At this point, the EPB software can be closed and the laptop shut down and packed for election day. The
encrypted flash drive must be included with the laptop in the appropriate case.

16



Election Day — Election Inspector’s Guide

Preparing the EPB for Opening the Polls

Pull the laptop out of the case, plug it into a surge protector and plug the surge protector into the wall. There are
two pieces to the power cord. Keep the power cord plugged in throughout the day to maintain a 100% charged
battery in case of a power failure. Also, plug the magnetic card reader and mouse into USB ports. Then turn the

laptop on. Once the laptop has booted up, insert the encrypted flash drive into a USB port.

Login to the encrypted flash drive’s Privacy Zone.
The encrypted flash drive is a vital component of the EPB software program. The encrypted flash drive is a
password protected file storage device. It keeps voter data protected, the backup file stored, and saves all of the
work you have done on election day for the Clerk to use to update voter history and create precinct reports.
When saving files, make sure the Privacy Zone is open and those files are being saved to the encrypted flash
drive. Refer to this page throughout the day if unsure if the Privacy Zone is open or not.

= AutoPlay

PublicZone (F:)
-

General options

o Open folder to view files
using Windows Explorer

View more AutoPlay options in

To log into the Privacy Zone,
insert the encrypted flash
drive into a USB port and:

1. The AutoPlay window will
pop up after the flash
drive has been inserted
into the USB port.
Double click on Open
folder to view files.

2. Double click on V-

Safe100.
3. Enter your password.
4, Click OK.

£, Local Disk (C3)

= £
[ESIETS)
-w-u- |- » Compu... » PublicZone (F:) - | 4y || Search PublicZone (F; ,D!
Organize ~ Share with = Burn Mew folder B S | @
: . * Mame Date modified Type Size
I Faverites | G
B Desktop 9"" V-5afel Q0 3/16,/2010 6:28 PP Application 1,688 KB
4. Downloads
=l Recent Places
s ™
o 27 \/-Safe 100 Login i
il Libraries
5| Documents = =
. Password:
I Music (.:h
& Pictures 3 E R gmr&
E Videos
8 Computer

—a RECOVERY (D:)
e PublicZone (F:)

1 item

-
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Ensuring the Privacy Zone has been set — look for the word privacy versus public

Every time the encrypted flash drive is unplugged from a computer, the flash drive will be logged out of the
Privacy Zone for security reasons. When the flash drive is plugged back into a USB port, you will have to login
again to access the Privacy Zone. This ensures the security of voter information stored on the flash drive. If V-
Safel00.exe is listed, simply double click on that file and login with the strong password.

ME e

o * Computer » PrivacyZone (T:] - | i1 | Seavch PrivagrZone (7 r:l - Curmpule b Puble Zune (5]
Organize * 35 Open  Sharewith = Dum  Newfoldes Z~ [ @ (ngavive v Sharwih v Fum Newfolle v Ll
Y Fevorites Hame Type A Favorite, Mame Nat e rwscdified Type Tk
B ekt . DectionDete Tile fodder B Desitop M v-sare100 IAG0I06ZEPM  Appliatior 1,655 KB
Shleul 8 Duwniuads

& Downloads B Logout Provacy Zume
= Recent Plass

=) vocumcnts \

T | amries

o Minic
&2 Pictures

B videos

M Computer
& Local sk (L)
s RFCOUFRY (1)

o rivecyZone (1) - :
Hierhanlkate
S Network

EletlionUule Ustc modiod: 12770/2011 %401 AM

e folder

Starting and logging in to the EPB software

% Recert Places

5 Librers
& Documsnts
& Music
= Pirtures
B Videos

8 Comnpdis
& Local Disk (2
(o RECOVERY (D)
- Pubshs Saee ()

.e

i Network

Once the encrypted flash drive has been plugged in and the Privacy Zone is opened, the EPB software can be

opened.

To login to the EPB software:

1. Double click on the Electronic Poll
Book icon in the upper left corner of the
desktop

2. Enter Encryption Password and click Enter

3. Enter User Name and User Password and
click Enter

Please enter the encryption password selected when

1 this software was setup:
Encryption F'asswore"“""‘*“"“" Enter |

Flease enter a username and password to login:

OHNSMITH
ttttﬂkt:ttki Enter I
Maota- This applizaticn shuts down antomatically after four unsueceessfil Ingin aftempts

Shutdown |

User Name:

User Password:
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Perform the first EPB Backup

The encrypted flash drive must stay plugged into the laptop all day. Throughout the day a Backup will be
performed to save voters that have been processed. This ensures the data will not be lost if there is a hardware
failure. Pay attention to your laptop’s settings when performing the initial Backup. Which letter your encrypted
flash drive is labeled is dependent on the laptop being used (see #4).

m Edit Reports Sys Admin Hel)

Un-issued Defective Ballots F3

Remarks F4
Save History
TO Backup the EPB Ea(kupr\
Rastorel"@
1.Click File Options " -
Print Setup u-‘_ Close
Logout
. Exit This feature allows you to backup your Electronic Precinct List /
2.Click BaCkUp 1 Pull Buuk dala inlu a separale backup file, preferably slored on

REMOWVABLE MEDIA, such as a USB drive or a CD. You
should do this from time to time so you will have an up-to-date
{ backup that can be restorad in the unfortunate event that you
3.Click this button —— at the end of the path field should experience a catastrophic failure with your computer

that results in a total loss of data.

=) Select a backup image file &J Backup File:
@Qvl_ ¢ Computer b+ PrivacyZone (F) » - ‘&1 Search PrivacyZone (F; P‘ |dI\EDD.Dbk jl
Organize * ew folder B S (7] = =
g_ il : @ i Backup
_.‘i Documents 3| Name Date medified Type - )
o) Mt ElectionDate 1/4/20121205 PM  File folder
\ rﬁ Salect 2 backup image file |&|
1% Computer - - omputer rivacyZone (F: ectionDate - ; Search Ei | H
& Lol Disk () | | O z[L» Compuer » Prvaczone ) s Biecionda [ ]] scorcnE £ 4.Select the drive that says
" RECOVERY (D] | _ Organize ~  New folder = - @ PrivacyZone. It could be D,
D) BrivaciZone (G} %l RecentPlaces  *  Name ’ Date modified Type E, orF depending on the
€l Network Librari No items match your search. Iaptop. This is the drive that
"B documents should be used to save files
- ) Music throughout the day and after
me: ep .
[ Pictures | the polls close. Future
Save as type: | Electronic Poll Vid =
e backups should remember
S Hide Folders 18 Computer the drive you select in this
L &, Local Disk (C3) step.
e PrivacyZone (F:)
< RECOVERY (R} _ . .
=) < ' 5. Double click the
File name: epb M [ElectionDate] folder
Save as type: | Electronic Poll Bock Backup Image File (*.pbk) V]
+ Hide Folders 6 6. CIICk Save
Backup @1

[l Close

This feature allows you to backup your Electronic Precinct List/
Foll Dook data into a separate backup file, preferably stored on

8. After a few seconds. the Backup finished RCMCWVADBLLC MCDIA, such as a USD drive or a CD. You

) ) should do this from time to ime =o you will have an up-to-date
successfully screen will pop up. Click OK. backup that can be restored in the unfortunete event that you
should experience a catastrophic failure with your computer

that results in a total loss of data.

7. Click Backup

Backup File:

The laptop and EPB software are now ready for |} ectionDatelepb pbk |
voters! QVF Electronic Poll Book

Backup finished successfully.




Election Day — Processing Voters

Overview
The EPB main screen is divided into three sections. Take a moment to become familiar with the various parts of
the screen. Make sure the top line lists the correct election and precinct number.

<} QUF Electronic Pallbook e 0
File Edit Reports SysAdmin Help
Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001
o Voter Search @ Voter Details o List of Voters
T # Assigned To Baliot
DLN/Name: [MCQJ Search 'Name:  MCQVF, ALEXANDER JON DOB: 1211111928 _
This FrECinCﬂOﬁher | Uniisted | Address: 313 PINE ST Precinct: 00001
These voters are located within the selected inner precinct: PA PAW M1 49079 Ballot Style: 00001
o m Hion Gender: M
oter Name 2
s — S— 1 : P Reg. Date: 7/29/2010
L MedrpAndeiilon 1211171920 || { e o pmﬁ;;\lwsmp HAL Efngeg Date: 5/28/2010
? Mcqvf, Barbara Elise 2811042 | e b e et ot
Mcqvf, Caitlin Lindsey 6/1/1985 PAW PAW MI 49079 Geography
Mcaqvf, Daniel Richard 6/20/1958
7 Meqvf, Faith Lynn 511/1918 |7 If you need to perform an action for this voter, such as issuing or
Mcavf, George Andrew 172211938 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcgvf, Harry Ray 9/6/1955 | this button:
Mcqvf, Jonathan Clark 3/6/1954 |
? Mcavf, Justin Andrew 8111961 ||
Mcaf, Kathryn Lauren 9/15/1990 Lock this voter record
Mcavf, Martha Carol 1/511931
Mcqvf, Matthew David 4/15/1976
? Mcaqvf, Paul Robert 5/18/1987 If you do not L OCK this voter, then you cannot perform any actions for this
Mcavf, Philip Carter 3/8/1980 voter, and no changes will be recorded for this voter.
Mcqvf, Ray Ellen 3/22/1957 General Remarks
Mcqvf, Rebecca Sandra 8/10/1935
? Mcaqvf, Richard Trent 8/11/1956 Must show ID before voting (Federal Requirement)
Mcawvf, Shannon Ann 17711964 VOTING STATUS: Did not vote in precinct.
< v
18 matching voters Total =0

JOHNSMITH

a — Voter Search - The Voter Search section of the screen is the precinct list. All voters in your precinct will be
listed under This Precinct tab. In addition, access to the lists of other precincts in the jurisdiction can be found
listed in the Other tab. In certain situations, the Unlisted tab is available to add voters not found in either list.

b — Voter Details — The Voter Details section of the screen shows the voter’s registration information at the top,
including the appropriate Ballot Style that should be issued to the voter. In addition, the Geography button will
provide detailed district information for each voter. The middle of the screen is the action box. Ballots will be
assigned and recorded in that section. The bottom of the screen displays voting status flags. This portion of the
screen is important to verify before issuing a voter a ballot.

C — List of Voters — The List of Voters section records the voter's name and what ballot number was assigned
to them in a running list. This section is for reference; use it throughout the day to balance with the tabulator.

Processing Voters

The EPB software contains the voter list for the precinct, records the ballots issued, and creates the List of
Voters for the permanent record of the precinct. With a few clicks, a voter may be verified and assigned a ballot.

Important Note: If a voter does not wish to have their driver’s license scanned, their name should be typed into
the EPB software.

Assigning a Ballot

The voter must complete an Application to Vote and their photo identification must be verified or the Affidavit of
Voter Not in Possession of Picture Identification must be completed before processing in the EPB software.
Once those steps have been taken, process the voter in the EPB by following these steps:



1. Swipe the voter’s driver’s license through the magnetic card reader or type the voter’'s name into the
DLN/Name field, entering the last name first. If typing, select the correct voter and then you must click
on “Lock this voter record,” otherwise skip to Step 2.

Lock this voter record

2. Verify the voter’s information provided on the Application to Vote is the same as what is in the EPB.

3. Click Regular ballot

4. Enter the next available ballot number in the This ballot number will be assigned box (this number
will auto fill after the first number for the ballot style has been entered)

5. Click OK — the voter’s name will now be added to the List of Voters

= QVF Elex it Pullbock,
File Fdit Repots Gyc Admir  Help

B

Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP
Voter Search Voter Details List of Voters
o — Aegigned To Balot
MCQVF, G SeAT Y OMCQVF, CAITLIN LINDSEY DOB: 6111985

Precinct: Oouo1

Address:

619 PAW PAW S |
PAW PAW MI 40079

|other Junisted

1 hese voters are located within the selecied inner pre Ballot Style: 00001
Gender: F
- Polling Perm | Temp | Reg. Date: 6/1/1993
4 N sCailhiity 2] ocation:  PAW PAW [UVWNSHIF FAL Eff. Reg. Date: 5/31/28

1¢ N. GREMPS ST.
PAVY PAW VI 49079

Issuc a ballot Other actions

b Regular ballot

Provisional (erwve
Challenged

[ thic |

3 Unlock this vater withal

| Spoil a baliot I

I ballat
550 2 -

You are about to issue a Regular Ballot to:

f/1/1985

‘.nnnnnnm S|

Meonf, Caitlin | indsey

This ballct numoer will be assigned:

X Cancel
" : ‘ |

1 matching voters

VCTING STATUS: Did

Total=0

v

Verify the ballot was issued — The main screen will return after the ballot is assigned. There are three places
(seen below) to verify the ballot was processed in the EPB software. Be sure to complete the Election Inspector
Completes portion of the Application to Vote and provide the voter a ballot in a secrecy sleeve. These duties
may be divided amongst election inspectors. The voter will then go to a voting booth to vote their ballot and
return the ballot to the tabulator.

TIVF Flectmonic Pellbaok = [ ][
Hle Edit Kepots SysAdmin  Help
Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHP Precinct: 0000°
Voter Search Voter Details List of Voters
[+ AssoneaTo Ealot -
DLN/Name: |MCQ Search Name:  MCQVF CAITLIN LINDSEY DOB: 61111985 Ao I
This Pmcihdl(}ther | Unlisted | Address: 13 PAW PAW ST Precinct: 00001
i e e e e PAW PAN M1 49079 Ballot Style: 00001
- T = Gender: I
oter Name: ‘
" P N Reg. Date: 6/1/1993
? Mcqvf, Alexander Jen 12/1111928 Poling i [eow g ) d
11| | Location: PAV/ PAW TOWNSHI® HAL Eff. Reg. Date: 5/31/200:
7 Mcavf, Barbara Flisa 20811942 144 N. GREMPS ST
\ I 7 REG _Mcavt, Caiiin Lindsey 6111985 | PAVI PAW VI 29078 Geography 1
Mcqyf, Daniel Richarc 6/20/1950 |
2 g P
* Meavf, FailLyn) s/1018 s If you need to perform an action for this voter, such as issuing or
Meavf, Genrge Andrew 12211958 |7|||  apolling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcavf, Harry Ray 9/6/1955 this button:
Mcqyf, Jorathan Clark 3/6/1954
7 Mcqvf, Justin Andrew 8/11/1981
Meavf, Kathryn | aliran 9151990 | Lock thls Voter re cord
Mcavf, Martha Caro 1151931
Mcqyf, Maithew Davic 411511976
? Mcavf, Paul Robert 5/18/1987 Ifyou ao not LOCK this voter, then you cannot perform any actions for this
Meavf, Philip Carfer 31811980 voter, and no changes will be recorded for this voler
Mcqvf, Ray Ell2n 3221957 General Remarks
Mcavf, Rebecca Sandra 8/10/1935
7 Mcqvf, Richard Trent 8/11/1956 ﬁ'Qegu\ar Ballot [0C0D00D"] issued at the precinci.
Meavf, Shannan Ann 17711964 VOTING STATUS. Voled in prednclusing a regular balloL
4 ' .
18 matching volers Total -1
i o Backup Overduel



Voters with Status Flags — :
This Precinct|Other |Unlisted |
These voters are located within the selected inner precinct:
S
. Voter Name 4
S(_)me v_oter_s will have status flags that neeq to be addres;ed MCQVt, Alexander Jon 1920
prior to issuing a ballot. Generally, something happened in Meayl, Barbera Elise 2/8/1042
the registration process that needs follow-up. For example, a Mcqu' Caiiin Lmdséy 6111985
signature was not obtal_ned, thg voter missed checking an Mcavf, Daniel Richard 6/20/1958
answer to the citizenship question, an absentee ballot was ? Mcavf, Faith Lynn 51111918 |
issued, information was obtained that the voter may have Mcavf, George Andrew 1/22/1958
moved, etc. ? Mcaqyf, Harry Ray 9/6/1955
] ) Mcaqvf, Jonathan Clark 3/6/1954
A voter has a status flag if he or she has a red question mark ? Mcavf, Justin Andrew 811111961 |
next to his or her name. When a red question mark is found, Mcaqvf, Kathryn Lauren 9/15/1990
look to the Voter Status window at the bottom of the Voter Mcavf, Martha Carol 1/5/1931
Details screen to determine the issue. Mcavf, Matthew David 411511976
? Mcaqvf, Paul Robert 5/18/1987
Mcawi, Philip Carter 3/8/1980
Mcaqvf, Ray Ellen 32211957
Mcaqvf, Rebecca Sandra 8/10/1935
? Mcaqvf, Richard Trent 8/11/1956
Mcagvf, Shannon Ann 1771964 _
Absentee Ballot sent by clerk — A :
This voter was sent an absentee ballot. The Absentee Ballot [00000025] sent by clerk--Voter must surrender ballot or
voter must surrender the absentee ballot or submit affidavit.

complete the Affidavit of Lost or Destroyed VOTING STATUS: Did not vote in precinct

Absentee Ballot after approval from the Clerk.
Process as a Regular ballot. Place the AV ballot
in the Local Clerk envelope.

— : Absentee Ballot sent/received by clerk —
Absentee Ballot [00000028] sent/received by clerk--Do not issue ballot.

WOTING STATUS: Did not vote in precinct. .
| P This voter was sent an absentee ballot and

returned it to the Clerk. DO NOT issue this voter
a ballot as they have already voted.

Voter’'s status is CH — Age, Citizenship or Residency

This voter has been formally challenged and must \Voler's Status is CHALLENGED: AGE
complete the challenge process before being issued VOTING STATUS: Did not vote in precinct.

a challenged ballot. Seek assistance from the Voter's Status s CHALLENGED: CITIZENSHIP
precinct chairperson to complete this process. The b Tolte n precin,

EPB processing is the same as a regular voter Voters Status is CHALLENGED: RESIDENCY
. . /OTING STATUS: Did notvote in precinct.

except Challenged ballot is selected in the Issue a

ballot box. A CHAL will appear next to the voter’s

name after processed (see page 23).

Must show ID before voting (Federal Requirement) -

— . This voter must show photo ID or a paycheck,

Must show ID before voting (Federal Requirement). " .
VOTING STATUS' Did not vote in precinct. government check, utility bill, bank statement, or
| a government document which lists his or her
name and address (if no photo ID but provides
one of the documents listed above, must sign the
Affidavit of Voter Not in Possession of Photo ID as well) prior to being issued a ballot.



Voter’s Status is V: Confirm Address or Surrendered License

This voter must verbally confirm the address listed :ffoot%ri'\;sGStSathTﬁ;ODﬁdE VERIFIED: CONFIRM ADDRESS
in the EPB. If the voter does not confirm the LDldnotvote I precinct

Voter's Status is TO BE VERIFIED: SURRENDERED LICENSE
address, the procedure for voters that have moved Ivome STATUS: Did not vote in precinct,
must be taken. . ‘

Voter’s Status is V: Confirm Citizenship

Voter's Status is TQ BE VERIFIED: CONFIRM CITIZENSHIP
VOTING STATUS: Did not vote in precinct. . . .
This voter must complete a voter registration card and

mark yes on the citizenship box. If the voter marks no,
DO NOT issue a ballot.

Voter’s Status is V: Sign Registration Card

Voter's Status is TO BE VERIFIED: SIGN REGISTRATION CARD
. . . . . VOTING STATUS: Did not vote in precinct.
This voter must sign a voter registration card prior to

being issued a ballot.

Processing a Spoiled Ballot

A voter may request a new ballot if needed and a new ballot must be issued, no matter how many times the
voter requests a new one. The voter should write “SPOILED” at the top of their ballot, remove the ballot stub,
and place in the Spoiled Ballot Envelope. The Application to Vote should be changed to note the new ballot
number. In addition, the new ballot must be recorded in the EPB software.

To spoil a ballot:

Pull the voter’s record up in the EPB R — e — .
software by typing the voter’'s name into : : e ‘
the DLN/Name field, entering the last Regular ballot : -

name first, select the voter’'s name, click Provisional (affidavit balt._|

X Spoil a ballot ‘
Lock this Voter Record and: Provisional (envelope) ballot ‘ ‘
: . Challenged ballot Reject a ballot
1. Click Spoil a ballot I. . .
2. Click OK — the software will Uisis Urd PO abalot
aUtomatlca”y enter the ballot You are about to spoil a ballot for:

.- X Unlock this voter wi
number you are spoiling. ﬁ R BT TR 6/1/1985

3. Click OK
The number of the ballot to be spoiled is: [boo00001] jl

X Cancel QVF Electronic Poll Book &J

Spoiling of ballot is complete. Please issue a new ballot.

After the ballot is spoiled, the regular ballot process
must be used to issue a new ballot to the voter.

Once the process is complete, verify the recording was done properly by looking at the Voter Status screen and
the List of Voters.

Regular Balst{00000004Hssued at- the precinet [Spoiled]
Regular Ballot [00000003] issued at the precinct.
VOTING STATUS: Voted in precinct using a regular ballot.

List of Voters
# Assigned To Ballot
MogvT, Caitlin Lindsey 80059964

00000003
2 Megvf, Faith Lynr 00000002




Missing Voters

Other Tab

The EPB software gives election inspectors the ability to look up voters throughout the jurisdiction, not just in the
precinct they are working. If the voter does not pop-up after look up, click on the Other tab. If the voter is
registered to vote within the jurisdiction, click on their name and view their polling location. Explain to the voter
that they are registered in a different polling location and/or precinct and direct them to the appropriate location.
Be sure to click back to the This Precinct tab before processing the next voter.

D% UV Elocroms Polbock
file [dit Reports SyxfAdmin |lep

Elcction: 22012 - PRESIDENTIAL FRIMAIYY - DA |

Voier Search
DLN/Name: [MGUV Vi

[Sea ]

S SRS S i ——s

= This Precinct|Gtier | Unisied | -
Thinen wines 2t kac i willin e AECIRSU R HEOOTI

AL PRIMARY - FAW PAW TOWNSHIP

Foer Hame Election: 27282012 - PRESIDENTIAL PHI
VoM Seanc
DILN/ Mame: MOV M Semneh |
! |

Precinct: 00001

i ownai
Name:  MCOVE VIVIAN ANN nos: i
J J This Precinct Gtherinisted | Address: 51495 COUNTY ROAD 665 Precinct: 00003
11 These voters are loca Tlouside of the selected inrer pracinces! PAVIPAIN MI 43079 Ballot Style: 00001
T 10K Bender T
CHEX FHHIME -
; P Reg Date: 22040
» ‘Mcav, Vivan Ann 1BAYLS Poling ][] ¢

O ICTInG WAL

TR AW TONVNEHI HAL
M4 N GRIMPS 5T
AW MAW M 43979

Lecation: Eff. Reg. Date: 220010

Ceograp
If you need to perform an action for this voter, such as issuing or

spoiling a ballot, then you must first LOCK THIS VOTER by clicking
thiz button:

Lock this voter record

Hyvw do it LOCK tivs woter, then you cennmd perform any aclions for th
virer, and no chianges will be reconded fun e voler.

General Remarks

1 mxiching volors

Unlisted

If a voter is not found under the This Precinct tab

or the Other tab, the citizen is not registered to vote in
the Qualified Voter File (QVF) for that jurisdiction. The
chairperson, with the assistance of the Clerk, should
determine whether the citizen is eligible to vote. Ifitis
determined that the citizen is a qualified voter that
should vote in that precinct, they must be added to the
list.

To add a voter to the list:

Click the Unlisted tab

Click New

Enter the voter’s information
Click OK

El

After the voter is added, a ballot number must be
assigned. The Clerk will provide guidance but usually
an unlisted voter will be issued a Provisional
(envelope) ballot (PR-E) or a Provisional (affidavit)
ballot (PR-A). However, on rare occasions, a Regular
or Challenged ballot may be issued.

[VOTING STATUS: Did not vote in procinct.

5 OVE o, Pollbuck

Milr Tdit Repris  SedAdmin | lep
Electlon: 2/20/2012 - PRCSIDENTIAL PRIMARY - PAW |
Viotar Search
DLN/Name: | [t Search |
This Precinct |0rr0JnIisted |
These voters were entered manually:
Vole Name DOB
»
Unlisted Vinter R S— ﬁ.
I sl Marme CUVEH I
sl Maame W
Micklle Nare  [LOUEE
Suffix: I—
L3 |1,"F'D-'1.QQ?
Address: [P MAN ST [
|Paw PAW, MI 12079 |
q!{: ok | X cancel [
s rew | 5o |
0 matching votcrs

Important note: Ballot numbers must be manually entered for unlisted voters and the next regular ballot issued

will need to be adjusted, it will not auto advance.



Other Voter Types

Challenged Voters

If a voter is Challenged by a Challenger the voter must be issued a Challenged ballot and that Challenged ballot
must be recorded in the EPB. Please note, the Challenge must be directed to the chairperson and all steps
must be carried out prior to issuing the challenged ballot. Follow the instructions below to issue a challenged
ballot in the EPB software.

To issue a Challenged ballot:

Pull the voter’s record up in the
EPB software, lock it in if
necessary and:

1.
2.

Click Challenged ballot
Verify the ballot number

being issued is correct or

enter the ballot number
and Click OK

-Issue a ballot:

Regular ballot

Provisional (envelope) ballot |

(1)

Challenged ballot

|

Other actions-

Record an absentee ballot ‘

Spoil a ballot

|

Reject a ballot

|

Undo

x Unlock this voter without perfo

Important note: The ballot number must be written on the
physical ballot and covered with a piece of paper or post-it
tape. In addition, full documentation of the challenge must
be recorded in the paper binder pollbook.

Recording Absentee Ballots

If absentee ballots are being processed in the precinct and the Clerk has instructed entry into the EPB software
versus using the paper Addendum List of AV voters, follow the instructions below to process the ballots in the
EPB software.

To record an absentee ballot:

Pull the absent voter’s record up
in the EPB software, lock it in if
necessary and:

1.

2.

Once the process
is complete, verify ?
the recording

was done properly

Click Record an
absentee ballot

Verify ballot number
(enter if not auto filled) is

lot lIssuea ballot

- e =

You are about to issue a Challenged Ballot to:

Mcavf, Martha Caral

This ballot number will be assigned:

X Cancel

1151931

00000005 3

Issue a ballot

Regular ballot

QOther actions

‘ o Record an absentee ballot |

| Spoil & ballot ‘
Provisional (envelope) ballot |
Challenged ballot | Reject a ballot ‘
Issue a ballot — - .

nd

x unlock this voterwithout performing any action IF

the same as assigned - Click OK

AV

by looking for AV

next to the voter’'s

name, the Voter

Status screen and the List of

Voters.

Voter Name DOB

Mcavf, Alexander Jon 12/11/1928

Mcqvf, Barbara Elise 21811942
REG Mecavf, Caitlin Lindsey 6/1/1985

You are about to record an Absentee Ballot for:

Mcqvf, Barbara Elise

This ballot number will be assigned:

X Cancel

2/811942

Absentee Ballot [00000028] sentireceived by clerk—-Do not issue ballot.

-|/Absentee Ballot [00000028] recorded at the precinct.
VOTING STATUS: Voted using an Absentee ballot.

NOTE: If processing a FWAB or electronic MOVE ballot, simply
accept the regular AV ballot number assigned or enter the AV
ballot number assigned.

List of Voters

2
3
4
5

Assigned To

Megvf, Caitlin Lindsey

Megvr, Faith Lynn
Megvt, Adrian Lovise
Mcgwf, Barbara Elise

Ballot

e
00000003
00000002
00000004




: . | ballot 1 ~Other acti
Correcting Mistakes SSue a balo eracions
Regular ballot e e ‘
If a voter is selected in error, simply click Unlock | S ‘
this voter without performing any action to — :
return to the main screen Provisional (envelope) ballot ‘
: Challenged ballot [| Reject a ballot ‘
If an entry mistake occurs, whether the wrong - :
ballot number or the wrong voter was issued a _Voter Remrks |
ballot, using the Undo function will aid in X Unlock this voter without performing any action |
. . e — el
correcting the mistake.
To correct a mistake:
1. Search for the voter, using the DLN/Name search box
2. Select the voter
3. Click Lock this voter record
4. Click Undo
5. Click Yes
T QVF Blecronic Pul busk. = |
 Fie | Edit Reports Sys Admin Help
Election: 2/26/2012 - PRCSIDENTIAL PRIMARY - PAW FAW TOWNSI IIP Precinct: 00001
Voter Search Voter Detalls List of Voters
o NemdicavE searen Name:  MCQVF, JONATHAN CLARK  DOB: WG5S ||| sseon essminsses oo i
This Precinct|Other | Unisted | Address: 306 E DAVIS ST Precinct: 00001 T
T oo e oS Rl (e e e e et b ZAW PAN MI 49079 Ballot Style: 00001 e
endaer:
- .4 Mcguf, Jorathzn Ciark 00600005
Noteraime Dod B Ve | Tomp | Reg.Dats: 362010 |5
? Mo, Alxander.Jon 120111928 otion: PAW PAW TOWNSHIP HAL Eff. Reg. Date: 4/5/2010
? Mcgvt, Barbara Elise 281942 Location:: | EEoR oo A S
RFGE  Meaguf Caitlinl indsey 6111985 PAYY PAW M 49079 Gengraphy
Mcqvf, Daniel Richard G/20/1930 [
7 REG Mcavf Faith Lym 5!11!19178 l you need to perform an action for this voter, such as issuing or
Meguf, George Andrew 210 ] spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcagvf | larry Ray 9/6/1953 | this button:
2 REG Mcqvf Jonathan Clark 3/6/1954 |18
7 Mcavf, Justin Andrew 8/11/1961 |
Mcavf, Kathryn Lauren 9/15/1990 | e Lock th|s voter record 1
Mcqvf, Martha Carol 151931 | i
Mcavf, Matthew David 4/15/1976 | |
? Mcgvf, Paul Robert 5181987 If you do not LOCK this voter, then you cannot periorm any actions for this
Mcavf, Philip Carter 3/8/1980 voter. and na changes will be recorded for ihis voter
Mcqvf, Ray Eller 3/2211957 General Remarks
Mcyvl, Rebecca Sandia 8/10/1935
7 Mcagvf, Richard Trent 8/1111956 Regular Balot [0 inct
Mcavf, Shannon Ann 171964 VOTING STAT Issue a ballot ~Other actions
118 matching voters Regmar ballot i : it I

Spoil a balot |

Provisional (envelope) ballot
Challenged ballot Reject a ballot |

Undo (Issuance of ballot [00000005])

Confirm i

'6‘ Urdethe folowing action: [lssuance f ballct [00000005]]

X Unlockthis vocer withot performing any action ‘

Notice the action you are undoing is in brackets next to the Undo button and in the confirmation box. Use the
Application(s) to Vote to ensure you are making the correction properly. The Undo function should not be used
to attempt to fix major mistakes. If several ballots have been issued out of sequence, correct this type of error
with a remark and by ensuring the next voter is correct from that point forward.

Important note: The Undo feature is NOT for spoiling ballots (see Spoiled Ballots on page 21). If you have
guestions as to when the Undo function is appropriate to use, consult your local Clerk.

See FAQ #1 on page 45, if a voter was issued an incorrect ballot style.



Remarks

Electronic Pollbook User Manual
Provided by the Michigan Bureau of Elections
Updated as of 10.23.2015

Any time a correction is made, a remark should be entered. In addition, remarks should be made throughout the
day to document events that happened in the polling place that are significant. Providing this information aids
the Clerk in understanding what took place throughout the day. There are two types of remarks. Be sure to use
the correct type based on the comment you need to make.

1 Edi: Reports SysAdmin Hel|
lIn-issi ed Defective Ralots F2

[ 2]
-

Tierrarks | 4

Save Histdty

Lackup

To enter a General Remark:

Festore

Remarks — e b - - =]
Use this screen ta record any general remarks. [I+ Close

iz Daie/Time

1. Click File (or the General
Remarks button and skip to
step 3)

Frin: Setup N

Logout

Exit

2. Click Remarks \
3. Click New j
4. Enter Remark, the EPB

automatically records the date and i
time of the entry, however, adding

@Vauew | -',‘ |

User Remarks

t 4:35 - informed campaigners they must be 100 foot from the entrance to the
polling locaticn,|

| e R ——) .. |
f
1 Use this screen to record any QEI‘\EI&E remarks. ‘EIE Close

4 119/2012 4:36:30 PM |ADMIN At 4:35 - informed campaigners t..

the time is recommended as the EPB
is not always available for remark entry at the
time the event took place.

5.Click OK

6.Click Close

ﬁrs-vmerrr-rcvm—‘ ?

FR ok X cancel §i

| be recorded for this voter.

oier, then you cannot perform any actions for this

To tie a Remark to a specific voter:

i B Delete
General Remarks )
rlssue a ballot- - Other actions- 2
Regular ballot Recorc @an absentee ballat '
) ballot J Spoil a ballot |

Pull the voter’s record up in the EPB

Provisional (envelope) ballot I

software, by typing the voter’s name into

Reject a ballot '

the DLN/Name field, entering the last
name first, click Lock this Voter Record
and:

Chalenged ballot |

1. Click Voter Remarks

2. Enter Remark, the EPB automatically records
the Voter Name, Voter Number, and date and
time of the entry, however, adding the time is
recommended as the EPB is not always
available for remark entry at the time the event
took place.

3. Click OK

X Unlock this voter without performing any action |qrote[ Remarks |
—

r —
Remarks about the selected voter

%ther states this voter lives out of state now. -

X Cancel

8 oK

27




Reject a Ballot

A ballot is rejected only in a situation where a voter will not be issued a new ballot. Valid reasons for rejection
are:

1. Exposure — A voter intentionally exposed his or her marked ballot to others at the polling place.

2. Missing stub/ballot number does not agree — It is discovered during the ballot serial number verification
process that the stub on the ballot that was issued to the voter at the polls is missing or bears a different
number than the number recorded on the voter’s Application to Vote.

3. Ballot was left in booth/voter did not tabulate — A voter neglected or refused to tabulate his or her ballot.

If any of these situations arise, a voter may not be issued a replacement ballot. The ballot must be rejected.

To RejeCt a ballot: Issue a ballot Other actions

Regular ballot FeRleanansRee od) I

Pull the voter’s record up in

the EPB software, by typing 5 ol (affidevit) bell Spoil 2 ballot |
the voter’'s name into the Provisional (envelope) ballot
DLN/Name field, entering Cratorgedvatot | @) Reectabalat |

Reject a ballot - a

the last name first, click Lock ‘
this Voter Record and: T

3 Unlock this voter without performing any action You are about to reject a ballot for:

1 Click Reject a ballot Mcqyf, Jonathan Clark 3/6/1954
The number of the ballot to be rejected is: 00000008] jl

.
GQVF Electronic Poll Book |5
X Cancel

ABallot may only be Rejected for:

2. Verify ballot number is the same as assigned -
Click OK

) Exposure

. 1
3. ClICk OK 2) Missing stuby/# dees not agres, or
3

) Ballot was left in booth/woter did not tabulate.

4. Record a Voter Remark (see instructions above) that includes the PHEASE NOTETHEREASONTHE RALLOT WAS REECTED N FEMARIS

reason for rejection

The EPB software will not allow another ballot to be issued to a voter with a rejected ballot. If a ballot was
mistakenly rejected, the rejection must be removed by using the Undo button (see Correcting Mistakes pg. 24).

Un-issued Defective Ballots

If a ballot becomes unusable and it is within the number range being used, it must be recorded as defective in
the EPB software to ensure balancing at the end of the night.

Bt Bapocte Sy okoin Loy
TR e
Fxmzris e

To record defective ballots:

il ———— - ===

1. Click File e Vst U st 1 16uond ussiy allos Uil e amieod deodve. B CGinse |
2. Click Un-issued Defective Ballots s || ER————
3. Click Render Ballots Defective =]
4. Select the ballot style, enter the ballot '

number range, and record the reason a’"’“”"’”"‘””'"" =

the ballot is defective. e Jooo
5. Click OK : e <=5
6' C“Ck Close r;:;II:It;ppcd\«hcnpuII:doLEofﬂwepnc}mgel

P EE——— - [=7=)

Hender Ballolbs | Delecdns | LIse this soreen to rerord un issied ballots that are rendered defa.dvp‘aﬂ.‘ Closc

JEL X Canccl 4 00001 [00000034  |Balluls npped when pulisd vul ol e pack....
0001 [EMI0003 Haliots npped when puliad o of the pack

Un-Render Balots Defccive




Backup Throughout the Day

Approximately every half
hour, the EPB software ‘
will notify the user that a
backup is overdue. lItis
important to take a moment after
processing a voter to update the backup. This

will ensure the flash drive has the most recent data
entered into the EPB in the event of a hardware failure.

Total =4

o Backup Overdue!

To Backup:

1. Click Backup Overdue
2. Click Backup — the drive should be defaulted to

the Privacy Zone and [ElectionDate] folder once the first backup has

been completed

3. Click Yes
4. Click OK
Timeout

Backup

[+ Close

This feature allows you to backup your Electronic Precinct List /
Poll Book data into a separate backup file, preferably stored on
REMOWVABLE MEDIA, such as a USB drive ora CD. You
should do this from time to time so you will have an up-to-date
backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that results in a total loss of data.

S

Confirm

(o]

Dsaciis |

Ia.‘ FA\ElectionDate\epb.pbk already exists. Overwrite
=~

- I

QUF Electronic Poll Book | |

Backup finished successfully.

4

For security reasons, the EPB software will logout a user after thirty minutes of inactivity. This can be avoided by
moving the mouse and/or clicking into the DLN/Name field if there are long periods of inactivity. If the EPB
software logs out the user, simply reenter the User Name and User Password and click Enter.

Login

e was s

Please enter a usernai
User Name:

User Password:

Encryption Password:

JOHNSMITH

password to login:

|nxnnnn

Maote: This application shuts down automatically al

Shutdown

Switching Users
To switch users, simply use the Logout function by:

1. Click File
2. Click Logout

Then simply login with the new username and password.

le Edt Reports SysAdmin Felp

Un-ssued Lefective Ballots 3
Remarks F4
Save History

Badup
Resfore

Options
Print Setup

Exit [% F11

The current user is listed in the lower right hand corner of the screen as illustrated below.

lar ballot.

Total = 1

( JOHNSMITH )



Restoring the Database

Electronic Pollbook User Manual

Provided by the Michigan Bureau of Elections

Updated as of 10.23.2015

In the event the laptop fails and the EPB needs to be reinstalled on a new laptop on election day, the Restore
feature will reload all of the information entered up to the point of the last backup. The only data missing would
be entries made in the EPB since the last backup. That information can be added back in using the Applications
to Vote. The Administrator username and password must be obtained from the Clerk for the initial login when
the software is re-installed.

Once the EPB software has been installed (see pages 11-14) onto the new laptop, login to the encrypted flash
drive, and perform the following steps:

1. Click File

2. Click Restore

3. Click this button —I at the end of the path field

4. Make sure the
Privacy Zone
is selected

5. Double click
[ElectionDate]
folder

6. Click Save

_“m Edit Reports SysAdmin  Hel

Un-issued Defective Ballots F3
Remarks F4
Save History

Backup

’ Renurk

Optione
Optione

\
iy

Print Setup i

It

Logout
Exit

[+ Close

Backup File:

This feature allows you to restore a backup that was previously
created using the “Backup” feature located under the File
menu. When you use this feature, the system will
COMPLETELY DELETE your current data and REPLAGE it
with the data contained in the selected backup file. You should
only do this if feel your current data has been damaged
severely enough so you would be willing to lose all changes that
were saved since your last backup was created.

[}, Select a backup image file . a—— w
o i : =k e rch Prvncyione (r) |
< " T e i [T 2
QOrganize * New folder == - @
&l RecentPlaces = MName B Date modified Type
. ElectionDate 1/27/201212:14 PM  File folder
7 Libraries
|5 Documents
ﬂ Music
i=| Pictures
BF videos 5
8 Computer
&, Local Disk ()
= PrivacyZone (F:) 5} Select a backup image file . o M
=a RECOVERY (R:) — — - ]
4l @Uv| . ¥ Computer » PrivacyZone (F:] » ElectionDate - ‘{7|| Search Electy =
D — S —————
File name: m Organize v Mew folder . @
Save as type: | Electronic Poll B B E
Y il RecentPlaces = Name Date modified Type
i eph 2/3/2012 9:00 AM Dial-Up P book
+ Hide Folders = Libraries B =~=rE i i et ke
3 Deocuments
J? Music
[ Pictures
E Videos 5

18 Computer
£, Local Disk ;) |
e PrivacyZone (F)
— RECOVERY (R:)

r 4 n

File name: epb

3

-

Save as type: | Electronic Poll Book Backup Image File (*.pbk)

7

* Hide Folders

D e ] [ o ]

30




Restore

[+ Close

This feature allows you to restcre a backup that was previously
created using the “Backup” feature located under the File
menu. When you use this feature, the system will
COMFLETELY DELETE ycur current data and REPLACE it
wilh the dala contained in the selecled badkup fil2. You should
only do this if feel your current data has been damaged
severely enough so you would be wiling to lose all changes that

s |

7. Click Restore
8. Click Yes
9. Click Yes
10. Click OK

Backup File:

were saved since vour last backup was created

|F\EectionDzte'epb.pbk

ﬁﬂesfn{e I

.

- Confirm

— - gy a—— -

i |

All usernames and passwords o
will need to be re-created at this
point. If time elapsed between
the last backup and the restoring
of data, use the Application(s) to
Vote to re-enter voter(s) and

WARNING: Yuu ere allempling Lo resture a backup thal was crecled on 2/19/2012 3:21:02 AM. Il you proceed, all dola conlained
within your current Electronic Pcll Book ¢ Precinct List will b2 COMFLETELY DELETED and REPLACED with the cata conzainzd in
the selected backup.

Co you wantteo co this?

Confirm

S50

process new voters.

Election Day — Close of Polls

'e' Are you sure?

it

3
QVF Eleclrunic Pull Busk &

Rectore finiched cuccessfully,

After the close of polls on election day, data processed in the EPB software must be saved one last time to the
encrypted flash drive and reports must be generated to complete the paper binder pollbook.

fPic) ot Reports SysAdmin  Hel
Un-issued Defective Ballots F3

One Final Backup

After all voters have been processed
in the EPB, perform one last Backup
to ensure all data is saved to the
encrypted flash drive.

1.Click File
2.Click Backup
3.Click Backup
4.Click Yes
5.Click OK

Creating Reports

Remarks

Save History

2 Eaa:kupm
Restore Backup @
Options
Print Setup l!-" Close
Logout This feature allows you to backup your Electronic Precinct List /
Exit Poll Book data into a separate backup file, preferably stored on

F4

REMOVABLE MEDIA, such as a USB drive ora CD. You
should do this from time to time so you will have an up-to-date
backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that resuits in a total loss of data.

Backup File:

/

|F\ElectionDate'epb. pbk

Confirm

[

.@\ F\ElectionDate\epb.pbk already exists. Overwrite

F—

QVF Electronic Poll Book @

Backup finished successfully.

The EPB software generates the three reports necessary for completion of the paper binder pollbook/official
record of the precinct in just a few steps. Those reports include the Ballot Summary, the List of Voters, and the
Remarks report. In addition, voter history is also saved in a manner that can easily be uploaded into the
Qualified Voter File (QVF) or Elections Management Portal (EMP) in a matter of seconds, ensuring accurate
recording of voters in the master voter registration database.



Ballot Summary

The Ballot Summary documents the total number of ballots assigned to the precinct and how each ballot was
used. Throughout the day, the EPB software tracks spoiled (F), rejected (G) and Provisional “envelope” (I)
ballots. The remaining ballot types must be inputted by the user and the EPB software will calculate and balance

the Ballot Summary.

To complete the Ballot Summary:

1. Click Reports
2. Click Ballot Summary

Remarks
List of Voters
Eallot Summary,

Defective Un-Issued

Enter the Number of ballots
delivered to precinct for each
ballot style:

Activity Log Report

3. (A)Enter the Starting number and the
Ending number of the first ballot style. If
using more than one ballot style, tab to
create a new line and repeat the process
until all styles are listed. The Count will be
calculated automatically.

4. (B)Enter the Number of AV return
envelopes received by board, if absentee
ballots are being processed in the precinct.
If absentee ballots are not being
processed in the precinct, this box will
already be completed with a O.

Enter the Number of ballots at close of
polls:

5. (D)Enter the Number of ballots tabulated.
This number is found on your tabulator.

6. (E)Enter the Number of AV ballot
envelopes delivered to precinct which did
not contain a ballot or were not processed
for any reason, if absentee ballots are
being processed in the precinct. If
absentee ballots are not being processed
in the precinct, this box will already be
completed with a 0.

7. (H)Enter the Number of ballots used by
election inspectors for ballot duplication.

‘.Rapom} Sys Admin  Help

Ballot Surmmarny Renort
Ballot Surmmary Report

==

il Close |
PR CEE———— |

NUMBER OF BALLOTS DELIVERED TO PRECINCT:
A. Number of ballots delivered to precinct:

L. Difference

G. [& Preview

Style [Starting No]Ending NoJCount | & Delets|
00000001 00000200 200
Total = 200

B. Number of AV return envelopes received by board 2 E
C. Total 2
NUMBER OF BALLOTS AT CLOSE OF POLLS:
D Number of ballots tabulated (Enter Tabulator 15

Public Counter reading)
E. Number of AV ballof envelopes delivered to ,70

precinct which did not contain a ballot or

were not processed for any reason
F. Number of ballots reissued to voters who spoiled

their ballot at the polling place (spoiled or 2

defective ballots)
G. Number of ballots rejected 0
H. Number of ballots used by election inspectors for ,70

ballot duplication
. Number of PROVISIONAL “envelope” ballots 1

issued
J_ Number of UNUSED BALLOTS:

Style ‘Starting No.|Ending No.lCount ‘ =] Qelete‘

8L 00000017 00000200 184
Total= |184

K Totalof Lines D, E, F, G, H, landJ 202

 -_——

8. (J)Enter the Number of Unused Ballots by entering the Starting Number (the next ballot that would be
issued) and the Ending Number of the unused ballots. If using more than one ballot style, tab to create a
new line and repeat the process until all styles are listed. Tab out of the box or place the cursor in a different

box to make the totals calculate.

STOP — L must be 0. If L is not 0, double check items 3-8 and ensure everything was entered correctly. If there
is a known reason for not balancing and it is unable to be resolved, a detailed Remark must be made to explain
to the Board of Canvassers why the precinct does not balance.

9. Click Preview
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IR Report Preview [Ballot Summary] T

S8 HEEE[Ex W« » M e Custamize

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP
PRECINCT 00001

BALLOT SUMMARY

WE CERTIFY THE FOLLOWING:
NUMBER OF BALLOTS DELIVERED TO PRECINCT.

A Number of official ballots delivered to precinct.

. Ballot Style Starting No. Ending No. Count
The Ballot Summary report will pop-up after Momel 00000001 00000Z00 200
clicking Preview. Be sure to review the summary 200
to ensure all information was entered correctly

and that the summary balances (Line L = 0).
NUMBER OF BALLOTS AT CLOSE OF POLLS:

. . D. Number of ballots tabulated. 15
At th|S pOInt’ the Bal I ot su mm ary must _be Saved E. Number of AV ballot envelopes delivered to precingt which did not contair 0
to the encrypted flash drive. If your precinct has LR AT R T Ly
the ab|l|ty to print, the Ba||0t Summary Sh0U|d be F :L;:Lb(esr‘)nl;‘!;adl\gtrsdrst-zfij;ﬂ:i:‘z?grswho poiled their ballat at the pollin 2
printed as well. Otherwise, the reports will be G NumBer of baliots refected 0
pr|nted at the Rece|V|ng Board H. Number of ballots used by election inspectors for ballot duplications: 0
. Number of PROVISIOMAL "envelope” ballots issued: 1
J. Number of UNUSED BALLOTS (excess ballots):
Ballot Style Starting No. Endimg No. Count
Nonel 00000017 00000200 184
184
. Total of Lines D, E, F, G, H, |, and J (Must match Line C above) 202
L. Difference: o
'age 1 of 1
Report Preview [Ballot Surmary] | o —

BEIE[EzE 4« » o [']mcell Cu

2/282012- PRESIDENTIAL FRIMARY - PAW PAV

PRECINCT (00L
=) Save As | memn eem—
Oij ."|_ » Computer » anacyTDneu-:J (3 - | &,l
WE CER! c——— —
NUMBER. Organize v New folder f= - @
i ¥ Favorites * Name ’ Date modif ed Type
Ml Desktcp \. ElectionDate 1/4/201212:05 PM File folder
& Downloads
' Gl R
To save the Ballot Summary: | RbeniEs g (5] Smuc As -
f G @O'L » Computer » Frivac_vZ:DnE(F:'l » ElectonDate - | ¢’|
. @ . I £&] Documents Organize = Mew falder
1. Click the .pdf button in the | & Music =
[E] Petures il RecentPlaces  *  Name Uate moditied Iype
upper left hand corner of the i > I
screen. | B Vdeos =i Libraries Mo items match yoursearch,
| ™ Computer v 4] ? ’E};‘“me"ts
| usic
2. Double click the [ElectionDate] | Fienane | IR | pictures )
folder in the Privacy Zone to S =ty |(iobulicmii B videos 1
(|
open. | HideFolders | % Computer
'! | & LocalDisk(c)
3. Click Save | == Priacyfone ()
il &a RECOVEIRY [R:) < |l | = :
i File name: Ballot Summary -
Szve as type: [Adobe Acronat files (*.pdf) v]

After the Ballot Summary has been saved, print the
report (if applicable), close out of the preview screen, 1
and close the Ballot Summary screen as well.

~ Hide Folders I

Report Preview [Ballot Summary] L — e —
@ = I?5|°/° 4 4 I‘I [ Eanc:ell Custamize |
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List of Voters

The List of Voters is created by the EPB Software and must be saved to the encrypted flash drive. If your
precinct has the ability to print, the List of Voters should be printed as well. Use the triangle buttons next to the
page number, to view the report. Remember to view the number of voters in order to record that number in the

paper binder pollbook.

1m Sys Admin  Help

Remarks

List of Voters

I=) Report Preview [List of Voters]

Ballot Summary
Defective Un-Issued
Activity Log Report

To save the List of Voters:
1. Click Reports

2. Click List of Voters

3. Click the .pdf B

button in the upper left hand
corner of the screen.

4. The [ElectionDate] folder
selected for the Ballot
Summary should
automatically pop up.
Always check to make sure
you are in the Privacy Zone
and the correct folder before
clicking Save

eﬂ BEE [ <« b H oo lorize | @y

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

PRECINCT 00001

LIST OF VOTERS
# Voter Name Ballots Remarks
1 Mcav, Caitin Lindsey peoosEet spoled
00000003

i Mcqd Faithlym ooooo002
3 Mcovi, AdrianLouse 00000004 . Affdavit
4 Mcou, Barbara Elise 00000028 . Absentee Balot
5 Mcgvf, JelasibaciSasal STSTCISTEERE R e = =
5 i — — .

i) [\ » Computer » PrivacyZone (F:) » ElectionDate [ 42 ][ Searc o

Organize v Mewfolder Er @
l Recent Places  *  Name ° Date modified Type

Ballot Summary

i Libraries 8
3 Documents |
J Music

(| Pictures

B videos |

18 Computer ‘
&, Local Disk (|
1 s PrivacyZone (F:)

1/24/2012 3:49 AM

(= RECOVERY (R:)

"

PDF Complete Do...

File name:

Save as type: | Adobe Acrobat files (*.pdf)

& Hide Folders

After the List of Voters has been saved, print the report (if using printers in the precinct) and close out of the

preview screen.

Report Preview [List of Voters]

—

[l

(Gr BEE@T W o

| == ‘ U_" Cloge ’



Remarks Report

Electronic Pollbook User Manual
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Remarks recorded in the EPB software using the General Remarks and/or Voter Remarks are saved in a report
also and must be saved to the encrypted flash drive. If your precinct has the ability to print, the Remarks should

be printed as well.

Reports | Sys Admin  Help
Rernarks

List of Vofers

Report Preview [Remarks]

Ballot Summé

Defective Un-

To save the Remarks Activity Log F

report:
1. Click Reports

2. Click Remarks

Date / Time

3. Click the .pdf button P
in the upper left hand corner of
the screen.

4. The [ElectionDate] folder

selected for the last two reports

should automatically pop up. Always

check to make sure you are in the Privacy Zone and
the correct folder before clicking Save

Important note: there must be one recorded
Remark for the report to save.

B E B A

2712012 12:51.56 PM

OO v oM ews| custome |

11/6/2012 - STATE GENERAL - PAW PAW TOWNSHIP

PRECINCT 00001
REMARKS
User Voter #  Voter Name Remarks
JOHNSMITH At 4:35 - informed campaigners they be
100 ft from the entrance of the polling
locatizn
JOHMSMITH 1 Abbett, Debra Lynn
) Save As
O\:) ( L. v Computer » PrivacyZone (F:) » ElectionDate

Mew folder

Orgariize »

. Recent Places = Name Type

u Ballot Summary
n List of Voters

PDF Complete Do..
4 Libraries

£ Documents
o' Music
= Pictures
B8 videos i

PDF Complete De

M Computer
ﬁ Local Disk (C2)
- PrivacyZone (F:)
a RECOVERY (R:)

- « i1

File name: | TERMIR

Save astype: |Adobe Acrobat files (" pdf)

% Hide Folders

After the Remarks report has been saved, print the report (if using printers in the precinct) and close out of the

preview screen.

Fepurt Freview [Remarks]

Gﬁﬁ ] lmuzi 4 4 |1 [ Cancell Customnize

35



Electronic Pollbook User Manual
Provided by the Michigan Bureau of Elections
Updated as of 10.23.2015

Save Voter History

After all other reports are saved, save the voter history. This file will update the voter registration files in the
Qualified Voter File (QVF) recording who voted on election day.

1 Edic Reports Sys Admin  Hell
Un-issued Defective Ballots F3
Rerrarks F4

2 Save History [:?

Backup <
e [E) Save history as M
Options f‘_ B earch ElectionDate 2 |
Fin i Organize » e @
:—::gnur £l Recentlaces * Name : Date modified Type
it
) 5 Libraries 1 Mo items match your search.
To save Voter History: | [ Documents
J‘- Mlusic
1. Click File i .
E Videos 1
2. Click Save History o
1% Computer I
. . & lacal Disk () L
3. Delete “d:\" in the file name = p:q;mﬁ
by placing the cursor at the : RECOVERY (%)
beginning of the File name | 9 L L
field and using the delete key Fuen v
on the kgyboard. Then verify Seve astype: | Teut files () -]
you are in the folder for the
election and the Il @ Hide Folders 0 Swve | [ Cancd |
PrivacyZone. I

" 5

If not, in the left hand section of the screen (under Computer)
click on Privacy Zone and then double click on the election
folder.

4. Click Save
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Ensure Files are on Flash Drive and Saved in the Privacy Zone

Verifying all files have been saved on the encrypted flash drive and in the Privacy Zone is an important last step.

@4 Electioric Poll Baok ‘J
\E‘% Snagit10 election

“ Do ks
K% Snipging Tocl e

& Pictures
A Geni v
Jl Gerting Started

Music
! Connect to a Projector

2 nmputer
| ceestster 2 3

Control Panzl

Sticky Notzs. 4 T
iy Rezovery Manager B () [ comuter s 5 [ 2]
@ Pouwer Saving Oigenize »  System oroperties  Uninstal or change  program 2 =~ Ml @
GG rom I Favorites 4 Hard Disk Drives (2)
B Necetop Local Disk [C:)
P AllProgams =
[[Search programs ard jites o = O 1
Libraries =7 #
djl Documents 3 ) et
& Music 4 Devices with Femovable Storage (2)
E‘s:j:;s ;‘@ DVD KW Unive (]
To verify files have been saved 18 Corpuie =
; & local Disk (C; W 350 GE e=cf371GE
on the encrypted flash drive and Sty -
in the Privacy Zone: a FFCOUFRV(R) ’ b
A o o P Cutnpulen b PrivacyZure iF) b | 4 [l Seusch PrivacyZuoe (7 P
) ) ! Organize » 3 Cpen  Sharewith>  Bum  Newfoder = O @
1. Click on Windows Home _ ,QF . ' Nems : Date modified Tyne Sire
Button B Necktrp ElecticnDate 12/21/2011 901 AM  File folder |
& Downloads #l Logout Privacy Zore 12/21/011 11249 .. Shortcut 1kB
%] Recert Flaces
2. Click Computer -
4l Librarics =
[ Documents @ [ Privecye. v ElccionDate = [#7] Sewch B r
. . . A & 1
3. Double Click the Privacy Zone Drive o e — -
El v:::fs Crganze = 0 @
. . B Deskdop Name Datc mrocificd Type
4. Double Click the [ElectionDate] folder 8 Compueer 8 downle €3 Bt Surnnny VETPIEENEY TG
B, acal Dk iC) & Recen & epb 130/2012122PM  Disl-U,
. . . @ RECOVERY (D:) . - —Q epb 1/4/200211:51 AM WinZig
5.QVF Users: Verify there are 7 files listed = PrvacyZone ) = Dorssies LA 17794 Tex
in the folder. Those files should be the Feenes i B o e e
. 2 Pictu R R
Ballot Summary, epb (Dial-Up), epb b 8 voecs e s
(WinZip), epb_history, List of Voters, e
Remarks and setup. EMP Users: Verify tltionete Do | S sosal DIk (C)
. . . S - Crivacyione [k
there are 6 files listed in the folder (see et = |
image below). If those files are not found Chealzy § ; .
within the PrivacyZone, repeat the steps outlined for D3
saving reports.
Alternate files for EMP Users:
;}v| « Privacy... b ElectionDate » ~ [ 44| [ Search Eiectio
gnize > Share witg i Once all reports have been saved, all programs can be closed and
f Desktop Name the laptop shut down. Return all items to the case, except the
. Downlo

Ballot Summary

& epb
. 1) NOVEMBER_CONSOLIDATED
= epb_history
ﬁ EU::JS List of Voters
) Pictu Remarks
Videos

Computer
iy Local Disk (C:)
DrivacyZone [F2)
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encrypted flash drive. The encrypted flash drive must be placed
into the container the Clerk recommends, sealed (either an
envelope with a red paper seal or an approved container and the
appropriate seal), and returned to the Clerk on election night.



Receiving Board and Post Election Day

Printing Reports at the Receiving Board

The receiving board must print the reports saved on the encrypted flash drive (if not done in the polls) to
complete the paper binder pollbook. After the reports have been printed, the receiving board must reseal the
encrypted flash drive into the Clerk recommended container. The PC or laptop used to print reports must have
Adobe Reader installed. Adobe Reader is a free download found at http://www.adobe.com/qo/EN_US-H-GET-

READER.

To print election day reports,
insert the encrypted flash
drive into the USB port of the
PC or laptop connected to the
printer and:

1. Double Click V-Safel100.exe

2. Enter the Password and
Click OK

3. Open the [ElectionDate]
folder by double clicking on
the folder

5

= =

: Address |se E:\

File and Folder Tasks 2

29 Make a new folder

@ Publish this folder to
the Web
& share this “older

Other Places kS

W My Computer
& My Documents
& My Networs Places

¥

Netails

(E:) PublicZone
Removable Disk

File System: FAT

1 chjerts

Folders v

7 ! Search |

;,e

BB

Size | Type Nate Madified

1,68... Applic...

3/16/2010 5:28 PM

=)

Password:

ETEEEEETIREE

W
Verhatim
Store ' 6o

= } My Computer
% (C:) Local Disk
@ L (L) DVD-HAM Drive
=l == (E:) PrivacyZcne

|5 BectionDate
B control Panel

& vy Network Places
# 2ecyde Bin
| SlectionDate
= I I 5]

2 objects

101KB 4 My Computer

R
% ) 3 |
I
¥ / ? 7 ) Search |||_ Folders v
| Address |Se® E:\ D Go
Felders x Mame Size  Type Date Modified
(2} Deskiop ElectionDate File Fo... 1/27/2012 12:14PM
(3 iy Documents 2l Logous Privacy Zone 2KB Shortcut  1/30/2012 10:16 AM
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Print copies of the Ballot Summary, List of Voters, and the Remarks by:

1. Double Click on the Report name (one at a time)

2. Click the printer button =

Updated as of 10.23.2015

3. Ensure the printer and number of copies are properly selected (screens may vary but all should have

similar options available). Click OK.

4. Repeat Steps 1-3 for all three reports.

= y
& EAEestionDate)

E[E<)

.",

. Fle Edit WView Favorites Tools Help
@Back = d .‘ﬁ >~ ) search ‘ﬂﬂ“ =olders

¢ Address |23 E:\EleclionDale

30

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

Frinter

Name: | \WHCS0B4VSNaPFC11\505_aB 1Pos_Rrspo (1]

Statis:  Reacy Comments and Farms:
Type:  RICOH Aficio MP 5C01PCL & Docurrent and Markups m

Frint Rang= Preview: Composite
®al £ a5

() Currert view -

3

Subset:

Faye Harilin
E Collate n

Fit to “rintable Area [+

Copies: 1
Page Scaling:

[v]Autc-Rotate and Canter

[[Jchooee paper eourze by FDF page cize

A

Units: Inches Zcom : 96%

[ TPrint to file
Im
[Plir‘ltil"l:lTll:lS] [ Advanced ] [EumrrarizeCorrmenh ]
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raoldsrs x> Nane = Siez | Type L
@ Desklup &:_Ballot Summary.pdf 13K2 Adobe Acrobatloc.. 1
# ) My Deruments e epb.pkk T12K3  Tial-Ua Phonebook 1
= & My Computer [Eepb.zip 7,630K3 Compressed (Zippe.. 1
¥ % (C) Local Disk ] epb_riztory. 11 1K$  lextUocument i
# 5 (Di) DVD-RAM Drive - |List of Voters.pdf 8K3 Adobe Acrobatldoc.. 1
= %@ (E:) PrivacyZone || Remarks. pdf 8K3 Adobe AcrobatJoc... 1
5 ElectionDate 15setup exe 285413 Application 1
. |
x
o — d -
H,_.Crealz' @Cuﬂbﬂe' lﬂ‘we'_ﬂﬁc" LgJFm' _JPCalmmt'
L e b ok [ ER | @ @ | 0ox - -
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Importing Voter History

Electronic Pollbook User Manual
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Within seven days of the certification of the election, voter history must be uploaded into QVF or EMP. To
enter Voter History via the QVF, login to QVF, insert the encrypted flash drive into a USB port and login to the

Privacy Zone. EMP Users: Skip to page 41 now.

Wichigen Oalified Wotor Filc)

In QVF:
Voter Search by voterID Ctrl45
Voter Search by Name  Ctrl+d
Recent Recards Viewed 3
Voter Registration
QWF Inbox

Oections

Woting Histery
Equipment Inventory
AV Scan

Petitions (obsolee)
Petitions Search Fa

Petitions Censolidator
Mass AV Applicaticis

1.Click File

2.Click Electronic Poll Book

3.Click Import Voting History

4.Click this button —| at the
end of the path field

Electranic Precirct List / Poll Book ]

Export Veter Data | import Voting Hste

le View R=ports Sys Acmin  Elecions Data Mant. Window Help

GEMS Zxport Hzgion
Lnity Export | j | J
Cptiora =
Print Setup Eestion: | | Export Voter Data |
Exit Inport Voting History:
[ ]  reworre o . |
Precnct_| Election
Total Records: o
Records Processed: o
r—— Lpdatzs Applied 0
Gpen QE
Look in: | g My Computer T e & B Q
Y | (C:] Local Disk
L».é L, (D:] DVD-RAN Drive
My Recent (E:] PrivacyZene 0 selected
Documents
@ Upen ﬂ
e Look in: [ = (E4 PrivacyZone - «e®meE-
b;é @EE:ﬁunDit&
My Docursrts Wy Rscert -
Uocuments ¥ o ] m‘
= 3
P @ Look ir: [ 3 BectionDate - «@EcrE-
| MyComputer Usskton Lé e
: My Recart . .
Mok ] W s o 5. Double Click on the Privacy Zone
aces - . K
R of & 6. Double Click on the [ElectionDate] folder
5 Deskt K
-l i 7. Click Open
- 8. Click Import
E My Cocumente .
Myl Fid 9. Click Done
Places
Fi b,
My Compter
prl‘\lct‘wrk File nare: lepb_history TKT j 7
Export Wotsr Data |

Voter History is complete! Repeat these steps for all
precincts.

NOTE: Voters added to the Unlisted tab or voters that
were issued a Provisional - Envelope ballot will not
automatically update. If those voters’ ballots were
processed, they must be added to QVF and updated
using the old Precinct List method (File --- Voting
History in QVF).

If Absentee Ballots were processed in the precinct, the
Updates Applied will not be the same number as
Records Processed as AV information is updated at
the time of ballot issuance in QVF.

rimpnrt Wnting Fiztnry-
Hitory File:

Elzction:

Total Records:
Records Processed:
Updates Applied:

‘:’ Impart

E:\ElecionDale\epb_history TXT

02/2872012 - PRESIDENTIAL PRMARY - PAW PAW TOWNSHIP
15

40



To enter Voter History via the EMP, login to EMP, insert the encrypted flash drive into a USB port and login to
the Privacy Zone.

In EMP:

1.

2.

Click E-
Pollbook
Select the
Import Voting
History tab
Click Browse
Select the
Privacy Zone
by double
clicking
Double click
the
ElectionDate
folder

Click Open
Click Import

Departiment of State

Ruth JohnsBn, Secretary of State

Welcome, VANDERROESTV | Clonec

Inbox: 1

‘ Export Data for Electronic Poll Book gmpoﬂ Voting History from Electronic Poll Book

Import Voter History

Clerk/Polling Location
Verification

Election Data
Exchange Select Your History File to Upload:
Browse...e

Oper )]

e = el
LY ‘e (C:) Local Disk m

p;
o, (D:) DVD-RAM Drive:

My Recent| (E:) PrivacyZone —
Documents
l"f..} Gpen) (2]
Desktop Lookin: [<= () PrvacyZone - «@me B
y ElectionDate
= £6
My Documents My Recent
DTW'*"' Oper [?]x]
j‘g Lj Lock in; [ 23 BectonDate x| e ®c¥E-
My Computer Deskiop. .
5
- i
<
Wy Recent
= "/ Documents.
My Netwodk  File namil My Documents -
Places e
Files of 1
| -_‘)'Q Desktop
My Computer
& | i
My Metwok  Fid
Places g
= s
iy Camputer
<
My Netwedc  Fie e es_istory TXT BN G =
-y

When Voter History is complete, the screen will show the Total Records Processed. This number relates to the
number of voters that voted in that election and precinct.

Export Data for Electronic Poll Book Import Voting Histary from Electronic Poll Book

Import Voter History

Total Records:

30

Records Processed: 30
Updates Applied: 30

NOTE: Voters added to the Unlisted tab or voters that were issued a Provisional-Envelope ballot will not
automatically update. If those voters’ ballots were processed, they must be added to QVF and updated using
the old Precinct List method (File — Voting History in QVF). Please work with your County Clerk to complete this

process as necessary.

If Absentee Ballots were processed in the precinct, the Updates Applied will not be the same number as Records
Processed as AV information is updated at the time of ballot issuance in QVF.
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Uninstalling and deleting the EPB software and associated files

The EPB software and associated files must be deleted from all devices by the seventh calendar day following
the final canvas and certification of the election unless a petition for recount has been filed and the recount has
not been completed or the deletion of the data has been stayed by an order of the court or the Secretary of
State. Remember, there are three locations files may have been saved. Be sure to note any other locations you
have saved files and delete those as well.

Deleting files is very important to keep voter data secure and prevent the common error of loading an old
election onto the EPB laptop. The EPB software must be re-downloaded for each election as each download is
unigue and will contain the most up to date voter registration and absent voter information.

Deleting EPB software from the laptop

Because the EPB software must be downloaded and installed for each election, uninstalling the past version of
the EPB software from the laptop is essential.

To uninstall the EPB software:

1. Click the Windows Home button ﬂ

2. Click All Programs

3. Click on the Electronic Poll Book folder

4, Click Uninstall Electronic Poll Book

5. Click Yes

6. Click OK

Repeat these steps for all laptops.
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Deleting Flash Drive Files

Electronic Pollbook User Manual
Provided by the Michigan Bureau of Elections
Updated as of 10.23.2015

Uninstalling files from the encrypted flash drive. Login to the Privacy Zone of the encrypted flash drive and

delete the [ElectionDate] folder.
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Important note: If election inspectors saved files outside
of the folder, be sure to delete those files as well.

Deleting QVF/EMP PC Files

Lastly, delete all files saved on the QVF/EMP PC (if any.)

Right click [ElectionDate] folder on desktop
Click Delete

Click Yes

Right click Recycle Bin on desktop

Click Empty Recycle Bin

Click Yes

oukrwnE

Important note: If you saved EPB files in any other place(s)
remove those files now. Most can be deleted by right clicking
on the file and clicking delete. Always empty the Recycle Bin
after deleting files as well.
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Helpful Hints

Bar Code Scanners and Absent Voter Ballots

When processing absent voter ballots in the precinct, bar code scanners may be used to scan the
absentee ballot application for voter look-up. If the laptop has 4 USB ports, the bar code scanner may be
used along with the magnetic card reader. If the laptop only has 3 USB ports, the bar code scanner can
be used to scan the back of a driver’s license, replacing the need for a magnetic card reader.

Battery Tips

Laptop batteries need proper care to ensure long life. Follow the following basic tips and care to maximize

the laptop battery.

1. Fully charge a new battery before use.

2. Allow a new battery to fully drain 2-3 times and recharge to 100% after each time, this will

condition the battery to reach its maximum capacity.

3. Fully drain and fully recharge the battery pack every few months afterward.
4. Store the battery separately in a cool location (~60°) from the laptop during long term storage.

The battery will still drain in storage.

If the battery does not appear to be charging, ensure all three plug points of the two piece power cord are

connected.

Screen Resolution
Optimal screen resolution for the EPB laptop is 1366x768.

If your list of voters is not displaying on the

right hand side of your screen, the resolution needs to be adjusted.

To adjust the screen resolution:
1. Go to the desktop and right click
2. Click screen resolution

3. Select 1366x768

WinZip Files

Some users downloading the EPB files from the EMP may experience an offer to buy WinZip. This is not
necessary to open these files. Follow these instructions to permanently select Windows Explorer to open

this file type:
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4. Select Windows Explorer

5. Check "Always use the selected program to open
this kind of file"

6. Click OK



Frequently Asked Questions

1.

The wrong ballot style was issued to a voter, how can it be corrected?

Answer: If using different ballot numbers for each ballot style, no action is required except to remark the
situation in the Remarks. If your ballot styles are numbered with the same ballot number series, open the
voter’s record, undo the issuance of the ballot with the incorrect ballot style, and reissue a Regular Ballot with a
modified number using a letter before the number (for example, X00000012) and remark the situation in the
Remarks.

Is there a way to setup all election inspector user names and passwords into the software before the EPB
software is downloaded on to the encrypted flash drive?

Answer: No, not at the current time. Each username and password must be setup in the EPB software after it
is loaded onto the laptop.

If using the QVF/EMP AV module, do | have to extract the EPB software from QVF/EMP after 4:00 p.m. on the
Monday before the election to get the most up to date absent voter information?

Answer: Yes, however, this is not required. If the EPB software is downloaded before the deadline, a List of
Absent Voters must be printed for reference in the precinct as AV issuance information will not be the most
current information in the EPB software. Instruct election inspectors to review this list for every registered voter.

Is there a way to update absent voter activity on the encrypted flash drive or in the Voter List portion of the EPB
software after it has been installed on the laptop?

Answer: No, not at this time and absentee voters should not be processed in the EPB software before the
opening of the polls.

Do | have to print the paper binder pollbook reports in the precinct?

Answer: No, in fact, having the Receiving Board print the reports is highly recommended. Reports must be
delivered to the Receiving Board on the encrypted flash drive in a sealed container by two election inspectors of
opposing political party after the polls close. The Receiving Board then prints the reports and completes the
paper binder pollbook.

If an EPB jurisdiction is not using a Receiving Board, the only alternative is to print the reports in the precinct.

Please note the use of a Receiving Board must be authorized by your legislative body (Township Board or City
Council).

Do | need to use a particular type of printer with the laptops?

Answer: No. Most printers will work with the laptops as long as the proper printer driver is installed. Complete
the installation as soon as possible to verify the laptop and printer are compatible.

Do | have to have a hardcopy precinct list and full paper binder pollbook with a List of Voters, Ballot Summary
and a Remarks section at each precinct if | use the EPB software?

Answer: Under the terms of your User Agreement, you are required to have a hardcopy Precinct List and a
hardcopy List of Voters, Ballot Summary, and Remarks Section available for immediate delivery to the precinct
in the event of a system failure.

The EPB software allows me to issue a ballot to a voter who has already returned an absent voter ballot. Why
is this permitted?

Answer: Under rare circumstances, a voter who has already returned an absent voter ballot may be permitted
to vote in the precinct. Election inspectors MUST contact the local clerk before issuing a ballot to a voter who,
according to the EPB software, has already returned an absent voter ballot.




9. What do | do if the laptop is set to wrong time zone?
Answer: Click on the Windows home button, click on Control Panel, click on Clock, Language and
Region, click on Change Time Zone, and select the appropriate time zone.

10. Do | have to use the EPB software to process absent voters in the precinct?
Answer: No, you may use the Addendum List of Absent Voters method and add the list to the paper
binder pollbook.

11. | have a 2011 laptop and my flash drive always defaults to F:. Is there a way to change it to default as
D:?
Answer: Yes. Click on the Windows Home button, click Control Panel, click System and Security,
click Administrative Tools, and then double-click Computer Management. Then click Disk
Management, right click on the Recovery (D:) drive and click Change Drive Letter and Paths. Click
Change, click Assign the following drive letter, and select the letter you want to use (we recommend
R), and then click OK. These steps may need to be repeated for your encrypted flash drive. Be sure
to pick D: for the encrypted flash drive.

12. What if an absent voter does not return their ballot? Or if the absent voter surrenders their AV ballot in the
polls? Do | need to indicate this in the EPB software?
Answer: No. Only process an absentee ballot in the voter’s record when the ballot has been received for
processing. If the voter has surrendered their absent voter ballot, simply issue a precinct ballot using the
normal process. The Spoil a ballot function should never be used in regards to an absent voter ballot in the
EPB software.

13. Will Unlisted Voters transfer to QVF/EMP after the Voter History has been updated?
Answer: No. Unlisted voters will not transfer into QVF/EMP after Voter History has been updated. The
registration of an Unlisted voter must be added to QVF and the Voter History for the Unlisted voter must be
entered manually as well.

14. Is there a way to view all of the actions taken in the EPB on Election Day?
Answer: Yes. An Activity Log Report can be viewed by selecting Reports — Activity Log Report. This
Report may be printed as well.

15. Is there a way to convert the List of Voters into a .csv file?
Answer: Yes. When in the List of Voters Report simply click on the Ee button.

Glossary

Antivirus Software - is a software program that helps protect the laptop from viruses that could damage
or shut down the machine.

Backup — a file that replicates and saves entered data for use in the event of a system failure.

Ballot Style - is a designation to distinguish amongst ballots in a precinct that has a District split. For
example, Precinct One represents voters from County Commission District 5 and 7. If the County
Commission position is on the ballot, Precinct One will have two ballot styles, one for District 5 and one for
District 7.

Data Security - is the means of ensuring that data is kept safe from corruption and that access to it is
suitably controlled. Thus data security helps to ensure privacy. It also helps in protecting personal data.



e-Pollbook Software — is a computer software program created in the Qualified Voter File (QVF) to be
loaded on a laptop and used in the precinct on election day to record voters and the ballots they are
issued.

Encrypted - is the process of transforming information using an algorithm to make it unreadable to anyone
except those possessing the password.

Encrypted Flash Drive —is a digital storage device that has the ability to encrypt data and keep the data
secure.

Encryption Password — is a password created to allow access to the encrypted e-pollbook software once
downloaded from QVF.

Global Geography —is a function of QVF where precinct combinations and ballot style names can be set
for an election. The information entered into the QVF Global Geography module will then tell the EPB
software which precincts have been combined and the preferred name for ballot styles in split precincts.

Lockout — is an e-pollbook software feature that disallows the issuance of a ballot number more than once
per ballot style.

Privacy Zone —is a term the V-Safe 100 software uses to define the encrypted area of the flash drive.

Receiving Board — is a board established by the local Election Commission responsible for ensuring 1) all
ballot containers delivered to the clerk after the polls close are properly sealed 2) all seal numbers are
properly recorded and 3) the number of names entered in the Poll Book balances with the number of
ballots counted in the precinct. For more information visit michigan.gov/elections and click on “Information
for Election Administrators.”

Strong Password — is a password that contains a combination of at least eight upper and lower case
characters with at least one number or symbol.

V-Safe 100 — is the name of the encryption program installed on the e-pollbook State issued flash drive.



Quick Reference Checklists

Pre-Election Day — Clerk Setup

General Laptop Preparation

a
a
a
a

Update antivirus software

Ensure print driver software has been installed (if applicable)
Update Windows

Fully charge battery

EPB Software Download from QVF/EMP

aga Qaaq

Insert the encrypted flash drive into a USB port on the QVF/EMP computer

Login to encrypted flash drive

Create a folder on the encrypted flash drive (or desktop, if using the alternate method for multi-
precinct jurisdictions)

Login to QVF or EMP and create the EPB software

Move EPB software to encrypted flash drive (if using the alternate method for multi-precinct
jurisdictions)

EPB Installation on laptop

aaaaaaq

Take encrypted flash drive to laptop and plug in to a USB port
Login to encrypted flash drive

Run the EPB software setup file

Login to the EPB software and select the precinct

Set Options

Setup Users

Election Day — Election Inspector Setup

Preparing the EPB for Opening the Polls

aaaaaad

Power laptop on

Insert the encrypted flash drive into a USB port

Login to the encrypted flash drive

Login to the EPB software

Change options and/or setup users as recommended by the Clerk
Perform the first EPB backup

Throughout the Day

0
0
0
a

Assign ballots and ensure all voters are documented in the EPB software
Verify status problems

Backup the EPB software regularly

Record Remarks as necessary

Closing the Polls

auaaaaaaq

Perform one final Backup

Complete the Ballot Summary, ensure it balances (L=0) and save to the encrypted flash drive
Save the List of Voters to the encrypted flash drive

Save the Remarks report to the encrypted flash drive

Save Voter History to the encrypted flash drive

Ensure all files are on the encrypted flash drive

Print reports (if applicable)

Deliver encrypted flash drive under seal in the Clerk recommended container to the Receiving
Board or Clerk



Post Close of Polls

Receiving Board

a
a
a
a

Clerk

aa 4o gaaq

Print Ballot Summary

Print List of Voters

Print Remarks

Upload Voter History (if using the QVF/EMP computer)

Upload Voter History within 7 days of the certification of the election

Uninstall the EPB software from the laptop 7 days after the canvas of the election

Delete the [ElectionDate] folder from the encrypted flash drive 7 days after the canvas of the
election

Delete the [ElectionDate] folder from the QVF/EMP PC desktop 7 days after the canvas of the
election (if applicable)

Delete any other EPB file(s) that may have been saved

Properly store the laptop and associated battery



